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Get Quick recognition 
and advancement 
... use the 


Most Advanced, 


> ffeciie<. Typewriter ever built! 


No matter how well trained you are asa 
typist 

...in the long run you are just about as 
accurate and fast as your equipment lets 
you be! 

The new Underwood Electric . . . even 
more beautiful than ever...is designed to 
make typing s-m-o-o-t-h, quick and re- 
laxed. You can count on it to turn out the 
kind of letters employers look for and ap- 
preciate...clear, clean better letters, 
every time. 

You’ll get even spacing between charac- 
ters, perfect alignment, clean, uniform im- 
pressions...not one of them a shade too 
light or too dark. 

The new Underwood Electric has the 
most advanced Keyboard, scientifically 
designed to minimize finger reach. It has 
the most advanced electric Margin Set. 
Functional keys of the most advanced 
type, color controlled for ease and accuracy. 
Most advanced Scales and Indicator, for 
instant paper centering, heading centering 
and carriage positioning. 


UNDERWOOD 


Underwood 
> fled = 









And with an Underwood 
Electric you can get as many car- 
bons as you need... with no in- 
crease whatever in finger pressure. 

Ask to have a demonstration of this 
easy - to-type-on Underwood Electric. 
Call your local Underwood Representative 
today. 


Underwood Corporation 
Typewriters... Adding Machines... Accounting 
Machines...Carbon Paper... Ribbons 

One Park Avenue, New York 16, N. Y. 
Underwood Limited Toronto 1, Canada 


Sales and Service Everywhere 











Typewriter. .. Made by the Typewriter Leader of the World 
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We know that those busy-every-minute 
days of the National Convention won't arrive 
until the middle-of next month, but because 
we've also heard that many of you NSAers 
are leaving early for pre-convention trips in 
the scenic Northwest, we're including several 
convention features in this issue. 


If you haven’t heard the good news before, 
we're certain that you'll be delighted to read 
about the outcome of Rita Callinan’s legal 
action involving her deduction of NSA con- 
vention expenses from her 1948 income tax 
return. (Yes, it has taken that long for a de- 
cision! ) 

Two women who will play an important 
role in convention activities are featured on 
page 22, and on page 19 we give you some 
dependable suggestions for travel-wise pack- 
ing. 


Gown Courtesy of Lorraine Shop 


The Secretary 
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National 
Secretaries Week 


SOUTHWESTERN DISTRICT 


LADO DEL RIO CHAPTER (Riverside, Cal.) members 
entertained their bosses at a buffet luncheon, as a “kick-off” 
affair for National Secretaries Week. Vernal Sellin, the 
chapter's Secretary of the Year, was honorary hostess, and 
Riverside’s Mayor E. V. Dales read his proclamation for 
observance of National Secretaries Week. Members partici- 
pated in the chapter’s annual Secretary for a Day project 
by taking high school and college students who have com- 
pleted business courses into their offices to show them a 
typical day. Vernal Sellin and President Carolyn Shinkle 
participated in a radio interview during the week, and 
Riverside’s largest department store cooperated, with an 
attractive window display featuring enlarged photographs 
of Carolyn and Vernal. 

A local monthly magazine, “The Southwestern Club- 
woman” dedicated its May issue to secretaries, with infor- 
mation about NSA, CPS and the SUN AND SAGE CHAPTER. 
The two largest department stores in El Paso featured spe- 
cial window displays honoring secretaries during this week, 
and TV and radio stations donated their time. 

Desk SET CHAPTER (Corpus Christi, Texas) observed 
Secretaries Week with the installation of new officers; a 
luncheon with other local groups of secretaries; a “plastic 
party”; and a picnic. Installed at the dinner meeting were: 
Mrs. Linda Newsom, president; Mrs. Doris Lowrance, vice- 
president; Mrs. Merle Palmer, recording secretary; Mrs. 
Mildred Westerfield, corresponding secretary; and Mrs. 
Oneita McLean, treasurer. 


SOUTHEASTERN DISTRICT 


National Secretaries Week in the Southeast found every 
chapter in varied activities publicizing the importance of 
the secretary in business, industry and community life. 
Proclamations by the Governors of Kentucky and Tennes- 
see, the mayor of Cumberland, Maryland, and the Commis- 
sioners of the District of Columbia were among the many 
send-offs for the week. Radio and television coverage for 
interviews and speeches were obtained by MIAMI CHAPTER 
(Miami, Fla.), ALGONQUIN CHAPTER (Cumerbland, Md.) 
and CAPITAL, EXECUTIVE and PRESIDENTIAL CHAPTERS 
(Washington, D. C.). OAK RIDGE CHAPTER (Oak Ridge, 
Tenn.) sponsored the raffling of $100 savings bond, while 
luncheons, fashion shows, cocktail parties, box suppers and 
banquets were featured during the Week by: BIRMINGHAM 
(Birmingham, Ala.), KNOXVILLE (Knoxville, Tenn.), 
MIAMI (Miami, Fla.); and the three Washington, D. C. 
chapters. WHEELING CHAPTER sponsored entertainment at 
three local homes for the aged; a “Bosses Breakfast,” a 
social get-together for members and friends; a luncheon 
honoring Mrs. and Miss Secretary of WHEELING CHAPTER; 
and a banquet. KNOXVILLE CHAPTER centered the week's 
events around a luncheon table each day, where members 
entertained prospective NSAers, and where Boss Night was 
held, honoring employers and their wives. (The Editors 
know that the Northeastern and Northwestern Districts 
sponsored many gala affairs, but as we had no report from 
them, it was impossible to print the details.) 
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Dear Editor: 


You must be very proud of The Secretary—we are. This 
magazine can be handed to anyone with pride. I always 
leave mine on the desk and it gets read and read and read! 


Irene Whitehouse 
Editor, Wilshirette 
Wilshire Chapter 
Los Angeles, Calif. 


Dear Editor: 


From the standpoint of a new member in NSA, hence a 
new reader, I have found The Secretary invaluable for keep- 
ing up to date—not only as a secretary but also as a mem- 
ber of NSA! 

The Chattanooga Chapter, who installed us on February 
14, 1953, gave us some back issues of The Secretary and 
we found them very useful in getting a glimpse of NSA’s 
activities, etc., since none of our members had ever heard 
of NSA before they were contacted about becoming mem- 
bers. 

Too, it is a very fine “drawing card” for interesting pros- 
pective members. 

So, you see, from the very beginning, The Secretary has 
had a marked influence on our chapter. 


Margie Keith, President 
Nashville Chapter 
Nashville, Tenn. 


(Editor’s Note: Recently, we have received several in- 
quiries from readers that went something like this: “What's 
the matter? You afraid to print critical notes you receive 
or letters with suggestions for improvement? All we ever 
see in Letters From Our Readers are kind words and bou- 
quets.” 

Well, our answer to such questions is this—we whole- 
heartedly welcome constructive criticism. We are con- 
stantly striving to improve the magazine and to include 
features which interest you, our readers. Of course, we're 
delighted when you write and say that you're pleased with 
THE SECRETARY. But we can only guess about your ideas 
for better issues, unless you write and tell us about them. 
So let's hear from you; we'll be glad to print your letter 
whether it’s a pat on the back or a brickbat.) 


The Secretary 
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With it you can Remove All Trace of Errors. Saves 
enough printed matter and TIME to pay for itself in 
a ONE DAY. Many letters confirm that Erasaguard is 
ould indispensable for Efficiency. One Secretary writes, “I 
used an Erasaguard for several months in an office 
yor if this ee where I was formerly employed and now I find it dif- 
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There’s a red-haired NSAer in Buffalo, New York who 
has the temperment that’s often associated with a red-head. 
Legal secretary Rita Callinan is a carrot-top, and she’s also 
a young woman with enough determination to endure a 
five year battle with the Internal Revenue Bureau and come 
out of the struggle as the champion. But in this court de- 
cision Rita wasn’t the sole winner; the entire National Sec- 
retaries Association will benefit, as well as other convention- 
going taxpayers. 

It all started in 1948 when Rita attended the NSA Na- 
tional Convention in Los Angeles. From June 24 to 27 she 
spent $400, mot including personal entertainment. Now 
that’s understandable, for Rita had to travel across the en- 
tire nation, she had to reserve a hotel room for four days, 
she had to eat, and she had to pay for those unavoidable in- 
cidentals which always arise. When she filled out her in- 
come tax return, for the year 1948, she deducted the $400 
as a necessary business expense. 

The next word was heard from the U. S. Tax Depart- 
ment. “You,” they said in dignified Tax Department lan- 
guage, “can’t get away with this.” And so, they all went to 
court. 








As legal actions are sometimes apt to be, this one was But she says ‘The Erasaguard makes 

lengthy. However, Rita wasn’t left to fight the Bureau of that 

Internal Revenue by herself. The NSA National Board of ~ asures SO easy ta - 

Directors cooperated by promising to assume the cost of IT’S MY REAL PAL 

the proceedings, and to send Dolores Lang, national secre- 

tary, to appear as a witness for the Association. — ERASAGUARDS ARE PATENTED and Sold only 
Finally, in the fall of 1952 the test case was tried before by Kee Lox Mfg. Co. 

the Tax Court. The result: taxpayers can now deduct con- Have an ERASAGUARD for yourself, 35 cents each, 


vention costs as business expenses on their income tax re- 
turns. Previously only professional people such as doctors, 
lawyers and teachers could make such deductions. 

If you want it officially, read Section 23 (a) (1) (A) 
of the Internal Revenue Code which says that when you're 
computing your net income you may deduct “all the ordi- 


$4.20 a doz. Enclose stamps, money order or check, 
please, as it is too expensive to bill small orders. Send 
Today. Thanks. 





KEE LOX MFG. CO., ROCHESTER 1, N. Y. 














nary and necessary expenses paid or incurred during the Send dozen Erasaguards Pica «Elite D7 
taxable year in carrying on any trade or business, including To 

a reasonable allowance for salaries or other compensation ies 

for personal services actually rendered; traveling expenses ii. c. cctue aa ee 
(including the entire amount expended for meals and lodg- Signed EET A TG LY 
ing) while away from home in pursuit of a trade or busi- ee ee ae ee oe 
mews... 
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simplified 
for 
the busy 


secretary 


by MARY ANN STROTHMAN, C.P.A. 














SHORT CUTS IN NUMBERS-TI 


i conisionens our review of simplified methods of hand- 
ling numbers and verifying calculations, we should consider 
the use of check numbers. The simplest of all check number 
methods is called “casting out nines.” The following are ex- 
amples and explanations of verifying addition, subtraction, 
multiplication and division: 


Proof of addition: 





Check 
Add Number 
7,326 0 
8,417 2 
9,501 6 
6,231 a 
4,658 5 
36,133 -—7 16-7 


The digits of 7,326 add to 18 (7+3+2-+46); divide 18 by 
(cast out) 9 and the remainder is zero. Therefore, the 
check number is 0. The digits of 8,417 add to 20 (8+4+ 
1+-7). Casting out 9's, leaves a remainder of 2, the check 
number. The remaining check numbers are computed the 
same way. The sum of the check numbers is 16. The excess 
of 16 over 9 is 7, the total check number, which equals 
the check number of 36,133, the sum being verified. 


Proof of subtraction: 





8,547 6 
Minus 2,316 -3 
6,231 - 3 3 


Four 


2,316 checks 3, 6,231 


The number 8,547 checks 6, 
checks 3 and 6—3=3. 


Proof of multiplication: 


573 6 
xX 158 xX 5 
90,534 — 3 30-3 


The number 573 checks 6, 158 checks 5; 6 x 5 = 30. 
30 checks 3 which equals the check number of the product 
obtained by the multiplication. 


Proof of division: 





89,567 8 

+ 33 6 

==2 714 5 

Plus remainder of 5 5 


The divisor 33 checks 6, the quotient 2,714 checks 5, 
and the remainder 5 checks 5. (6 x 5) + 5 = 35, which 
checks 8, which equals the check number of the dividend. 


As was indicated above, casting out nines is the simplest 
method of verification, but it will not detect certain types 
of errors such as transposition of adjacent digits, for ex- 
ample—posting $9.54 as $9.45. 


Next month we will explain a different check number 
system for detecting that type of error. A little practice will 
make you proficient in casting out nines. 


The Secretary 











Sem ... with a final whisk of your typewriter carriage 
... you'll be off to Seattle for the NSA convention. 

After the business portion of your trip is finished, you 
should be in just the right mood for an overnight hop to 
Hawaii to enjoy a vacation in this romantic South Seas 
island. Waikiki Beach with its world-famous visitors and 
white sands will form the perfect background for a golden 
Hawaiian sun-tan. Here, romance and fun go hand-in-hand. 

As your giant Pan American World Airways Clipper 
swoops down on the “loveliest fleet of islands anchored in 
any sea,” you'll be greeted by Royal Hawaiian singers and 
made to feel at home in a land filled with the color and 
fragrance of millions of flowers. 





Framed between palm trees, Waikiki Beach curves toward the 
Royal Hawaiian Hotel in the distance. 


In Hawaii you can relax, sightsee in a new limousine, 
see the ancient walled fort at Honaunau (City of Refuge), 
a picturesque little village in a tropical setting on a small 
bay. If you feel athletic, you can take an exciting out-rigger 
canoe ride and enjoy the superb golf courses and tennis 
courts. Perhaps you'll even want to indulge in a few hula 
lessons! 

You can enjoy seven wonderful days of luxurious living, 
then return either to Los Angeles or San Francisco. July in 
Hawaii is the height of the season and reservations are 
limited, but this is a great opportunity to make a lifetime 
dream come true. 

Mrs. Jill Kaletsch, member of the Pittsburgh Chapter, is 
the winner of the trip to Hawaii. 


The. Secretary 
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the revolutionary new 


Carbon Papers 
ana Inked Ribbons 


Secretaries the nation over are applauding the miracle 
of M & V! Revolutionary innovations designed to save 
time and effort, and features to guarantee remarkable per- 
formance and ease of handling will make your job easier. 











Discover Miracle Tone—the only carbon back treatment 
that guards against both curling and slippage. 


Discover M & V’s unsurpassed manifolding quality 
that makes possible more copies than ever before. 


Enjoy clean hands and faster paper handling thanks to 
the M & V clean edge feature. 


Now—M & V has another first with F-100, an entirely 
new black ink to make America’s finest Nylon ribbon 
even better. Ask for M & V’s Miracle Nylon ribbon with 
F-100 black ink. Be assured of an executive writing 
quality and extremely long wear. 


Tell your office supplier—or your purchasing department 
—that you’d like to try M & V typewriter 
ribbons and carbon papers. Or mail the cou- 


pon for free samples of M & V carbon paper. WU A 


MITTAG & VOLGER, INC. Ire Vy 


Park hidge, New Jersey 












MITTAG & VOLGER, INC. Park Ridge, New Jersey 
Send me free sample sheets of M & V carbon papers. 
Regular []_ Noiseless (] 


I use a 














Electric [ typewriter and usually make______—copies. 
Name 

Address 

City. Zone State ere: 








by HOWARD P. REUTER, Attorney at Law, 
Member of the Allegheny County Bar Association 
Pittsburgh, Pennsylvania 


for the secretary 


A GREAT many of you secretaries work for corpora- 
tion executives. Well, even if he isn’t exactly an execu- 
tive, your boss probably works for a corporation. Or, 
if he doesn’t work for a corporation, he would be an 
executive if he did. 


Now, how many of you really know what a corporation 
is and how it works? I’m going to assume that none of you 
know, and we shall therefore approach the subject from 
its beginning. Some of it may sound very elementary to the 
smarties in the class, but please bear with the rest of us who 
are about to become slightly educated—at least on the 
subject of corporations. 


Let's take the word “corporation.” You have heard certain 
phrases using the word “corpus” meaning “body.” For ex- 
ample, the phrase “habeas corpus” undoubtedly is familiar; 
it means “that you have the body.” (When my secretary 
typed the first draft of this, it read: “it means that you— 
quote—have the body—unquote. Well!) 




















WOW! WHAT A “CORPUS” 


But whether you say habeas corpus or “happas cap- 
pas,” it is an order in effect to give up the person of 
someone who is detained. Also, you may remember 
watching Rocky King, The Plain Clothesman, Boston 
Blacky, or Inspector Farraday and hearing one of them 
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inquire about the “corpus delicti.” Of course, you 
know they are referring to the victim’s body. Literally, 
the phrase means “body of the crime.” 


Well, that’s enough about the word “corpus.” All you 
need to remember is that a corporation is a body of per- 
sons, created by law for some specific purpose. The cor- 
poration is treated as an individual having rights and liabili- 
ties distinct from the persons composing it. 


The following few paragraphs will be used to build up 
the column in next month's issue. Actually, it will be an 
interesting (we think) novelette which was originally writ- 
ten for parents to read to their children, or vice versa. De- 
scribing the romance and love life of the corporation, this 
novelette will be printed here so that you may read it to 
your young nephew or 10-year-old sister. 


The story has characters, suspense, and “drammer,” and 
you won't discover the guilty party until you have read the 
last paragraph. 


Seriously, we hope that the novelette, juvenile 
though it may be, will be a pleasant introduction to 
the operation of our red-blooded American corpora- 
tions, one of the bulwarks of our free enterprise system 
of business. Rah! Rah! Rah! 
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INTERNATIONAL BUSINESS MACHINES 


Free yourself 


from typing fatigue 


Relax... free your nerves from tension, your 
mind from worry, your wrists and fingers from 
ache and strain...an IBM Electric Typewriter 
does all the tiring work for you. 


The merest touch on the keys gives a firm, 
clear, uniformly beautiful impression. No need 
for pounding, no matter how many carbons. 
Even the carriage is returned and spaced auto- 
matically, by a gentle tap on a key within easy 
reach of your little finger. 


Here's typing joy at your fingertips. So many 
advantages are yours with an IBM Electric 
Typewriter you'll certainly want to try one 
without delay. 


aeeaes 


IBM, Dept. G-2 
590 Madison Avenue, New York 22, N. Y. 


[[] Please send brochure. 


Name 





[] Pd like to see the IBM Electric Typewriter. 
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No. 8 in a series of articles on Letter 
Writing Technique, written by 
your publisher exclusively 
for THE SECRETARY. 


Methods of Inscribing Letters 


Probably you use your typewriter or 
your pen more often than any other 
tool to write both your personal and 
your business letters. But there are sev- 
eral other methods of inscription, in ad- 
dition to these two, that we'll tell you 
about briefly in this chapter of Letter 
Writing Techniques. 


First, however, let’s discuss that in- 
dispensable accessory in every business 
office . . . the typewriter. 


This machine was introduced into the 
American business office in 1873, and 
improvements in design and efficiency 
have consistently increased. There are 
many dependable makes of typewriters 
on the market today, and the kind you 
use often is determined by your own 
preference. (Or that of the girl who 
preceded you!) You may be sure, how- 
ever, that the typewriters which are ad- 
vertised on the pages of The Secretary 
are among the most reliable. 


Under ordinary circumstances a busi- 
ness letter should be.typed. Practically 
every modern business office contains 
both electric and standard machines. 
This, of course, excludes any two-room 
arrangement with perhaps three sales- 
men, an accountant, and one secretary. 
Some girls have complained that electric 
machines are more difficult to operate, 
and we know of one secretary who in- 
sisted that when electric typewriters 
were first introduced, she just had to 
look at the keys, and they struck the 
paper. They were never that easily 
moved, but satisfactory adjustments have 
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regulated the machines so they react less 
alarmingly to finger pressure. The speed 
and ease of operation—after a little 
practice—as well as the gratifying re- 
sults make electric machines worth the 
initial investment. 


The type face of one of the current 
best-selling electric typewriters resem- 
bles letterpress printing and produces 
an extremely neat, effective-looking let- 
ter. The most common type face, though, 


-is “elite.” Newspaper offices invariably 


use a “pica” type face; it’s larger and 
therefore a little easier to read, but not 
as refined in appearance as elite. 


The care of typewriters may seem to 
be a superfluous subject, especially for 
professional secretaries who have been 
turning out perfect-looking letters for a 
number of years, but there’s that well- 
known reminder about a word to the 
wise being sufficient, so we'll just men- 
tion that an untidy machine never pro- 
duces a satisfactory letter. A type clean- 
er—the standard liquid type or one of 
the new plastic molds—a brush to flick 
away clinging erasure wisps, and a cover 
to protect your machine at night, should 
be kept in one of your desk drawers 
and used. 


Clean type insures the legibility of 
even your last carbon copy. Another re- 
quirement for neat carbons, however, is 
discarding your carbon paper as soon as 
it becomes filled. Carbon paper is rela- 
tively inexpensive, and certainly a 
smudgy letter is poor economy if it 
means that your carbon expense is less. 


Erasures are permissible if they aren't 
too noticeable. Remember to remove 
spots from the backs of your letters also. 
And if your paper rips or you tear even 
a small hole while repairing your mis- 
take, retype your letter. 


While the majority of ribbons manu- 
factured today are still the familiar red 
and black combination, the popularity 
of colored ribbon that harmonizes with 
the letterhead is increasing. 


If your typewriter has been in the 
office for eight or ten years, it may be 
time to purchase a new one. But wheth- 
er you have a six-months old model or 
one that’s ready to be replaced, keep it 
in good repair with a regular check-up 
by your service representative. One man- 
ufacturer who specializes in platens— 
the roller which the paper turns over as 
the keys strike it—will supply a new 
platen or repair the one you have. We're 
just trying to point out that there’s sim- 
ply no excuse for a typewriter in poor 
repair. 


Handwritten letters are more appro- 
priate for personal correspondence, ex- 
cept for special personalized sales effects 
in business letters, and then only if the 
note is short, perhaps five or six lines. 


In our twentieth century when hours 
seem to be growing steadily shorter, 
typewritten letters are correct for per- 
sonal correspondence, because they can 
be composed much quicker. If your 
handwriting is difficult to read, you 


(continued on page 18) 


The Secretary 




















Writing shorthand 
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The dictation 


dici@ting machine... s 











Reading by the bons ; 


in comparison —P 


As a dependable time saver, dictat- 
ing machines are tops. You can see 
above that steps 2, 3, and 4 are un- 
necessary when you use an efficient 
dictating machine instead of the old- 
fashioned shorthand method. No te- 
dious notes to decipher, no interrup- 
tions while your employer dictates. 
Regardless of weather, bosses’ whims, 
or your own moods, dictating ma- 
chines shine every time. 


The Secretary 








Transcribing 
notes 


Interruptions 


and method 


Or FIRST ACT curtain rises show- 
ing a mid-morning office dictation 
scene. Mr. Boss is composing mentally, 
then verbally phrasing his thoughts for 
the poised woman near him. Miss Sec- 
retary—with a series of little hooks and 
lines and circles—records his words. 


About now the phone rings. Mr. Boss 
pauses to answer; his conversation may 
ramble or it may be brief. Regardless, 
Miss Secretary can only sit calmly and 
wait. When he replaces the receiver, 
there’s the inevitable, “Where was I, 
Miss Secretary?” 


So she reads—one paragraph . . . two 

. three, depending upon how far Mr. 
Boss had progressed and how much he 
remembers. Maybe there are innumer- 
able other interruptions, or perhaps he 
finishes three or four more letters. 
Chances are small, however, that he 
completes his thoughts without asking 





Reading 
by the boss 


Typing the letter | 


The Office 
Memory Giant 


(PART TWO) 


Small in physique 
Mighty in capacity 


several times, “would you repeat that 
last, please.” 


Here our scene changes to Miss Sec- 
retary’s desk. With notebook propped 
beside her, she translates her symbols 
into typewritten words. Maybe she goes 
directly from Mr. Boss to her transcrip- 
tion chores. More likely, several hours 
pass while she answers the phone, sees 
visitors and plots the course of a multi- 
tude of details to keep the daily routine 
operating smoothly. 


Now, when Miss Secretary is finally 
able to concentrate on turning out those 
letters or memos, the freshness of the 
dictation has dimmed, and even the 
most Gregg-perfect secretary sometimes 
has a struggle translating a word or two. 
Eventually, after changing er symbols 
into his words, she places the letter on 
the executive desk for signature. 

(continued on next page) 
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(continued from previous page) 


That's our first one-act play. Now, 
let's pretend we're watching another. 
The ascending curtain reveals a well- 
dressed businessman, speaking into a 
microphone, gesturing unconsciously at 
times, with not a person in sight to 
watch or listen. No, of course this man 
isn’t cracking up; he’s using a dictating 
machine . . . just as you guessed. The 
phone rings in his office, too. He stops 
to answer it, talks for several minutes, 
then returns to his microphone. A few 
adjustments on the sturdy, compact- 
looking machine in front of him and he 
is able to hear his words just as he spoke 
them, and quickly pick up his ideas of 
a moment ago. And where is his secre- 
tary? At her own desk, compiling a re- 
port for a directors’ meeting to be held 
at 2 o'clock that afternoon. 


Later when her boss is at the meeting 
she will transcribe the letters he is dic- 
tating at that moment. Lucky, carefree 
girl—no stubborn shorthand mysteries 
to solve, no need to fear her boss will 
speak too quickly or mumble into his 
collar: his words are there for her to 
hear at any rate of speed she wants, and 
no idle sitting, outwardly quiet, inward- 
ly seething, while minutes flit by and 
the menacing thoughts of working late 
make her want to pull the phone wires 
from the wall. This secretary has used 
dictating machines and knows their 
value. 


Time was, though, when the words 
“dictating or transcribing machine” used 
to send chills of fear up the spines of 
this secretary and many of her friends. 
And no wonder. A girl having any ex- 
perience at all with the subject knew 
how fragile those wax records were, how 
easily a whole morning's dictation could 
slip to the floor and shatter into bits. 
Those uncomfortable ear phones used to 
clamp across your hair and make your 
look like a lady from Saturn. Then, 
there was the perpetual bother of shav- 
ing the records—almost like doing laun- 
dry in the office. And, it was a strain to 
hear exactly what was dictated. Scratchy 
recording was about as bad as “cold 
notes.” 


That was the situation years ago. 
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When the boss became interested in 
buying equipment to save time and ef- 
fort, his secretary usually started plotting 
against him and his proposition. 


Since those days, a revolution has oc- 
curred within the dictating machine in- 
dustry. Electronics and plastics have 
been used for radically different designs 
of the machines themselves plus tremen- 
dous advances in the quality of record- 
ing and reproduction of dictation. For 
the boss, electronic dictation is instan- 
taneous and simple. The modern dictat- 
ing machine is easily portable, enabling 
him to dictate not only any time but 
any where, at home or while traveling. 
The records are made of unbreakable 
plastic and can be mailed and filed. For 
the secretary, playback of dictation is as 
clear as F-M radio. Tone, volume and 
speed dials let her control the voice to 
suit her typing taste. The latest listen- 
ing device is the size of a nickel, fits as 
easily and lightly as an earring. 


Most dictating and transcribing units 
are only the size of a one-story letter 
tray and some manufacturers combine 
both in a single unit, yet each is a sturdy 
piece of office equipment. 


The development of improved mod- 
ern dictating and transcribing machines 
has extended their use throughout the 
entire business, professional and govern- 
ment office worlds. Today, whole office 
staffs, including top executives, rely on 
the equipment to accomplish more, 
faster and easier than ever before. 


Many secretaries who used to resist 
using transcribing machines now wel- 
come them as an antidote to dictation 
“bottlenecks,” “cold notes” and that 
time-squandering process of taking dic- 
tation manually, then transcribing it 
again on the typewriter. 


One executive of a national insurance 
company declared recently that the 
greatest single saving with his dictating 
machine was doing away with wasted 
time by his secretary while phone calls 
interrupted his dictation. 


“Our telephone bills are enormous,” 
he said. “Up to 40 long distance calls 
come to my desk or are made from my 


desk on an average day. They don’t 
cause all the interruptions, either. My 
office probably has 10 to 15 callers a day, 
and there are many conferences with 
members of the official family and the 
staff. 


“Under the old shorthand method, 
when a secretary sits at the desk and is 
part-way through her note-taking, an 
interruption often holds her there for 
10 or 15 minutes or longer, with a con- 
sequent waste of her time. She might 
better be producing transcribed copies 
of what had been dictated to my dictat- 
ing machine. It made me nervous to 
have my secretary waste her time at my 
desk when I knew she needed to accom- 
plish things at hers, and I would rather 
have no one watching me while I con- 
centrate on a telephone conversation.” 


And how many secretaries have had 
the unhappy experience of trying to ap- 
pear as though they weren't listening to 
that phone conversation at all, when 
who in the world could help hearing 
what was said, at least by the boss. Just 
as soon as you'd leave the room to give 
him privacy and get yourself settled at 
your own desk, he would invariably 
hang up and buzz for you again. Mad- 
deningly, situations like that seem to 
happen on days when you're especially 
rushed, and trying to speed out letters, 
memos and reports by the bushel-full. 
Twin heroes of any similar bad mo- 
ments are your dependable dictating and 
transcribing machines. 


In addition to the business world, the 
medical profession also has discovered 
the worth of dictating equipment. In 
Boston, Massachusetts, the New England 
Center Hospital, for example, has in- 
stalled one of the best-selling brands 
of machines, and the executive staff 
declares that approximately 90% of the 
paper work done by the doctors on the 
medical service is recorded, then typed 
from transcribing units. To them, one 
of its big advantages is that when an- 
other physician is dictating in the same 
recording room, it is possible to talk in 
a low voice without disturbing him, and 
still be sure that his words will be clearly 
played back. 


The doctors there report quite gen- 
erally that “recording saves a great deal 


(continued on page 20) 
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You are Kitty... 


—and so are the thousands of other sec- 
retaries like you—whether you are new 
in the profession or with many years of 
experience. This delightful portrait of 
the average American secretary is read- 
ing pleasure you won't want to miss. 


Anson Campbell, the author, has hu- 
manly and humorously combined the 
results of a national survey of secretaries 
with personal interviews and research 
within the pages of Kitty Unfoiled. This 
informal portrayal of you, and the 
thousands like you who make so definite 
a contribution to our American way of 
business life, will bring back memories 
of many “firsts” in your career. 


Kitty Unfoiled has the distinction of 
not being a “learn how” book. Instead 
it has been compiled to acquaint you 
with the progress made in your profes- 
sion, to give you a yardstick of facts by 
which to measure your standing among 
other secretaries, and to amuse you with 
the trials and errors of “Kitty.” 


Here’s what they said about Kitty 


Unfoiled in just one city—Pittsburgh, 
Pennsylvania—when the book was first 
published a year ago! 


From The Pittsburgh Press 

“, . . perhaps the first serious, non- 
technical book ever devoted wholly to 
the modern secretary, her personality, 
pleasures and problems.” 


The Pittsburgh Post-Gazette 
“Kitty Unfoiled . . . has been getting 
a good press everywhere.” 


The Pittsburgh Sun-Telegraph 

“, . . Many a boss and his office girl 
Friday may recognize their own char- 
acteristics, both good and bad, detailed 
in its pages.” 


Daily News, McKeesport (a town near 
Pittsburgh ) 

“. .. has real humor and charm. It’s 
easy and interesting to read, even by 
those not vitally concerned with the sub- 
ject matter. A very modern sort of ‘how 
to cope with your particular problems’ 
book.” 


Greater Pittsburgh Magazine 

“,.. very readable . . . the book may 
well serve as a treatise for beginning 
secretaries and prospective junior exec- 
utives . . . a factual warehouse of the 
do's and donts of office procedure . . . 
Anson Campbell possesses an analytical 
mind.” 


Commentators on radio and TV de- 
clared: 


“... secretaries and bosses who want 
to know about American secretaries, 
better read Anson Campbell’s bright 
new book.” 


“ 


. a very entertaining book .. . 
and very informative too.” 


“, .. I like most the humor . . . es- 
pecially the chapter on Christmas par- 
ties . . . clever and priceless.” 


With all these favorable comments 
from people who have read Kitty Un- 
foiled you'll want to read it for yourself, 
especially when you can buy it at the 
reduced rate of $2.95 instead of the reg- 
ular price of $3.75. This offer lasts only 
until the end of June, so clip the coupon 
below and send it in today. 
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In the Knudsen Creamery Plant 
Helen McGrath displays a package of 
their cottage cheese. 


Paying bills Making speeches Buying supplies 
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Here Helen holds Mr. Knudsen’s 
bearskin rug, one of his trophies from 
a Canadian hunting trip. 


Calling for reservations 
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Claims 


Boss Is ‘Tops 









“That's right, two tickets on next Monday's flight to 
Casablanca . . . The name? Mr. and Mrs. T. R. Knudsen. 
I have the tickets from Los Angeles to New York. Now if 
there’s any conflict, you'll let me know, won't you .. . Yes, 
you have our number here at the Creamery. Thanks very 
much.” 


The lady speaking is Mrs. Helen McGrath, Los Angeles 
NSAer. Making plane reservations for cross-country and 
trans-oceanic flights for her boss, top man in the Knudsen 
Creamery Company of L.A., is almost routine for Helen. 
Since she became Girl Friday to Mr. Knudsen in March 
1950, Helen has become accustomed to assuming many 
secretarial duties which might excite or even panic a less 
competent girl. 

For example, one of the most exhilirating tasks she 
tackled was helping to plan a recent African safari. Right 
now Mr. Knudsen is still trying to keep up with the con- 
stant requests to show the movies taken on his latest jaunt 
to the “dark continent.” 


Even though Helen doesn’t accompany the entourage, 
there’s nerve-tingling excitement just getting her boss 
ready. Connecting reservations must be made for planes, 
trains, boats, and as Helen said, “One time I almost thought 
I'd have to hire some camels to get Mr. and Mrs. Knudsen 
to their destination.” 


When they arrive in Africa, the Knudsens obviously 
want no mix-ups in hotel accommodations, ammunition 
supplies and clothing for the safari, personal articles and 
clothing for traveling in Rome, Egypt, and other stop overs, 
plus customs papers and passports. Dependable Helen does 
the essential spade-work on the west coast to assure their 
tranquil journey half way around the world. 


While her boss and his wife are out of town—and it 
isn’t always Africa—Helen is responsible, sometimes as 
long as two or three months, for paying their personal bills, 
checking with their housekeeper frequently, and making 
certain everything at home, as well as in the office, is func- 
tioning smoothly. 


Conforming to the stereotyped picture of the secretarial 
profession, Helen’s routine work consists of opening mail, 
taking dictation, and making appointments, then following 
through to make certain they are kept. But that region be- 
yond, where mere stenographic chores cease and secretarial 
finesse takes over, is when Helen becomes even more valu- 
able to her employer. 


“I think every secretary should be able to sense the way 
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Mix large portions of California cottage 
cheese with small parts of African safaris. 
Blend with an efficient Girl Friday. 
Result: a unique secretarial career. 





her employer would handle almost every situation, then try 
to project his attitude during business hours. 


“I have to be tactful with everyone because there are so 
many different people who contact Mr. Knudsen. He's one 
of the most prominent Danish-Americans in the United 
States, an active sportsman, and he is besieged with requests 
to serve as toastmaster or speaker at a great many dinner- 
meetings. This winter he spoke at our chapter's Boss Night. 
(See January’s The Secretary, page 27). 


“And in addition to all this, he’s one of the most highly 
respected men in the milk business—we're one of the larg- 
est manufacturers and distributors of cottage cheese in the 
world. When that phone on my desk rings, it may be a call 
from an Englishman, a Dane, a Norwegian, or one of the 
employees from the plant.” 


Helen joined the Los Angeles NSA chapter when it was 
an infant, and helped to formulate policies and procedures 
used today. In 1948 she was elected second vice-president 
and later also assumed the duties of the first vice-president. 
This was the year a division was made to form the Holly- 
wood and Wilshire chapters. 


As chairman of the first “Secretary for a Day,’—now an 
annual event—Helen and the president of the chapter 
toured local schools, speaking before student bodies and 
initiating what the chapter now calls its Speakers’ Bureau. 


Helen was also one of the originators in setting up a 
course for brush-up work in preparation for the CPS exam, 
at Los Angeles City College. In fact, she joined with several 
other members in successfully completing the course. 

Born in Columbia, Missouri, she was educated in the 
grade and high schools there and attended the University 
of Missouri. She worked for a year in the secretary's office 
at the University, then headed west for California in the 
summer of 1944. 

In October 1945 she met John McGrath and their friend- 
ship led to the well-known Lohengrin tune in September 
1951. 

“My house isn’t run on the precise schedule that I re- 
member from my childhood, but I do feel that my husband 
and my home rate first over any other activity. I still find 
time, though, for my favorite hobbies, gardening and my 
pet Budgereegah, Tobias.” 

And for those of you who don’t know a Budgereegah 
from a kangaroo, we refer you to Mrs. McGrath, who can 
give you the inside story on her Tobias. 
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Clayton Shenk, a promient archery 
devotee for the last twenty years, has 
been executive secretary of the Pennsyl- 
vania State Archery Association since 
1934, and has served two terms as Prest- 

dent of the National Archery Association of the United 
States. 

Although Mr. Shenk doesn’t advocate that beauty shops 
be boarded up and abandoned, we think you'll agree with 
his theory, after reading this article, that a combination of 
fresh air and exercise is sometimes superior to the most 
thorough “mud pack.” 

“Jane, I've spent the entire morning at Pierre’s and am 
I beat! You're lucky to have that complexion and a lovely 
tan, too. How do you do it, cooped up in an office five days 
a week as we are?” asked Lynn after her weekly visit to the 
beauty shop. 

Taking Lynn’s arm and falling in step with her, Jane 
laughed, “It’s not a secret. I'm an outdoor enthusiast again.” 

“Don’t tell me you're taking up tennis again. I thought 
you had agreed the strenuous life is out. I'm tired enough 
on Friday evening without chasing myself ragged after a 
tennis ball,” Lynn complained. 

“No,” Jane laughed again. “Tennis is still out, and so is 
golf for that matter. It’s too expensive.” 

“OK, then tell me what's the answer.” 


“Archery.” 
“Archery,” Lynn's eyes grew big. “Where did you ever 
get that idea?” 
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Greatest Competitor 





by CLAYTON B. SHENK 


“Hey, wait a minute,” Jane insisted. “You said I look 
fine, and that’s exactly how I feel. Just let me explain.” 


“Well, go ahead. But I thought the only person who shot 
a bow these days was that little cherub, Cupid.” 


This is the conversation I overheard between Jane and 
her friend, Lynn. 

“I've known for months that too many hours indoors 
were getting me down, but I didn’t know what to do about 
it,” Jane began. “I tried walking, but after awhile the nov- 
elty wore off, and since I usually walked by myself, I felt 
lonesome. 

“One Saturday afternoon early this spring I was tramp- 
ing through Gen Side Park; I came out of the woods into 
one of those open meadows and saw a group of people— 
about twenty of them—standing in front of a big circular 
target on a wooden tripod. 

“One girl was pulling arrows from the target and as she 
pulled them out, she called a number. Another girl was re- 
cording the numbers, so it seemed obvious that she must 
be a score keeper. 

“I didn’t have any place special to go, so I walked over 
to watch. When all the arrows had been sorted and re- 
turned to their owners, the group walked back about 
twenty-five yards from the target, and I saw their bows had 
been left there while they reviewed their scores. When they 
started to shoot again, I walked over and stood in back of 
the line. 

“Age didn’t seem to have much to do with this sport. 
Some of the archers were youngsters and several were much 
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older than we are. It didn’t seem to be a factor in their abil- 
ity to hit the target either; some of the older folks were 
just as good as the kids. 

“A couple of them obviously were new archers though,” 
Jane continued, “because they were being instructed by 
other members of the group. ‘Stand erect, shoulders back, 
chest out, head up. That’s the way to shoot a bow.’ Made 
me think of my physical ed classes.” 

“I could use a few stretching exercises for some of my 
tired, old muscles,” Lynn sighed. 

“Well, Lynn, I stretched a few myself that day. I was so 
interested watching those beginners that I was startled when 
someone asked me, ‘Do you shoot?’ I stammered and said, 
‘Oh, no. I'm only watching.’ ‘Come on try,’ this girl said. 
‘It's fun.’ 

“So there I was standing on the shooting line, bow in 
hand, and this time the instructions were for me. ‘No, no. 
Keep your head up,’ my instructor demanded, and then 
laughed. ‘If you don’t learn anything else today, you'll at 
least improve your posture.’ 

“Before she'd let me stop, I'd actually hit that target 
twice. This instructor told me that she was Judge Marshall's 
secretary, and then she introduced me to several of the 
other girls. Most of them work in offices here in town. 

“That was three months ago. I have my own bow now 
and we shoot two evenings during the week in addition to 
the week-end.” 

“But isn’t it expensive?” Lynn murmured. 

“That,” Jane declared, “is the wonderful part about the 
whole thing. We only pay fifty cents a month dues because 
there is so little expense . . . just for targets and faces. The 
Club has permission to shoot in the park, so there isn’t any 
charge for our range, and we can use the outdoor fireplace 
and tables for picnics on our week-end shoots. 

“It takes a twenty-five pound pull to draw my bow. 
That’s easily within my strength and yours, too, Lynn. My 
hickory bow cost $7.50. Sure, I could have paid as much 
as $50 for one, but I couldn’t shoot any better with it at 
short range than I can with the one I have. My twelve ar- 
rows cost $6—that’s the price for beginners’ arrows. I 
have a leather tab to protect the fingers I use to pull 
the bow string. It cost me all of forty-five cents, and I paid 
$2.50 for my quiver, the leather holder I strap around my 
waist to carry my arrows. 

“You see, my initial outlay wasn’t any more than the 
price of a good tennis racket. And I can go out to the 
range whenever I find time. I even enjoy shooting when 
I’m by myself; I don’t need a partner as you do in golf or 
tennis.” 

“So,” Lynn smiled, “that’s the secret. While I’m broiling 
in the beauty parlour, you’re on the archery range, and 
from the way you look I think your method is producing 
the best results.” 

“Well, Lynn, if fresh air and sunshine and an invigorat- 
ing sport do it, an occasional hair-do is all I need from 
Pierre. No more facials or crazy mud packs for me. Why 
don’t you come with me this Saturday and I'll let you use 
my tackle like they did the day I stopped to watch the 
Club shoot.” 

“Mmm, sounds like fun,” Lynn said— 

But I had reached my bus stop and Lynn and Jane’s 
voices were growing indistinct as they strolled slowly down 
Fifth Avenue. 
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BROWNSVILLE, TEXAS 
President 


Mrs. Polly Rowland 
1% Miles Southmost Road 


DENVER, COLORADO 
( Evergreen ) 

Treasurer 

Mrs. Pearl Crawford 

853 Ogden St., Apt. 3 


KANSAS CITY, MO. 
(Heart of America) 

President 

Mrs. Elizabeth Lair 

4206 Bell Street 


MARION, OHIO 
Corresponding Secretary 


Josephine Yagodic 
368 Lafayette Street 


Welcome . 


BROOKLYN, NEW YORK 
President 


Mrs. Alice Ann Gnam 
22 Duryea Place 


First Vice President 
Mary Gaynes 

c/o Lentheric, Inc. 

673 Fifth Avenue 

New York City 


Second Vice President 
Lydia M. Nofil 
3382—12th Avenue 


Corresponding Secretary 
Agnes T. Santoro 
Underwood Corporation 
130 Clinton Street 


Recording Secretary 

Mrs. Jean M. O’Brien 

Chas. Lathrop Pack Forestry 
Foundation 

74 Trinity Place 

New York 6 


Treasurer 

Muriel Constance Tompkins 
Harriman Ripley & Co. 
63 Wall Street 

New York 5 


MIAMI, FLORIDA 
President 

Mrs. Marie Clampite 
Jorgensen & Schreffler 
713 Biscayne Bldg. 


OAK RIDGE, TENNESSEE 


———— Secretary 
argaret R. Stewart 
oe N. Purdue Ave., Apt. 303 


OTTUMWA, IOWA 
President 

Jenella Leydens 

321 North Washington 
SHREVEPORT, LOUISIANA 
Treasurer 
Flora Davis 
P. O. Box 677 


New Chapters 


MARION, INDIANA 


President 

Mary Kammer 

116% E. So. “A” 

Gas City, Indiana 

Vice President 

Rosalie Campbell 

Marion Machine, Foundry & 
vig A Co. 

P. O. Box 431 

pine Secretary 

Mrs. Jo Marsh 

R. R 2 


La Fontaine, Indiana 


Recording Secretary 
Mrs. Mary Elizabeth Cox 
1715 S. Adams Street 


Treasurer 
Mrs. William Hill 
1420 West 4th 


NASHVILLE, TENNESSEE 
President 

Margie Keith 

2016 Blakemore Avenue 
Vice President 

Jamie F. Shields 

State Supreme Court Building 
Secretary-Treasurer 


Syble LaFever 
c/o Trabue and Sturdivant 


State Organization Officers 


WASHINGTON STATE OFFICERS 


President 

Mrs. Viola H. Porter 
(Sacajawea Chapter, Seattle) 
810 3rd Avenue 

Seattle, Washington 


Secretary 

Martha Rosamond 

(Spokane Cha > ag Spokane ) 
W. 607—16th Avenue 
Spokane, Washington 


Treasurer 

Mrs. Kay Ellis 

(Chapter of the Puget Sound, 
Bremerton ) 

920 Cogean 

Bremerton, Washington 


FLORIDA STATE OFFICERS 


Mrs. Josephine Poppleton 
( Acting 
c/o Peninsular Telephone Company 
Tampa 
Secretary 
Mrs. Marguerite Biggerstaff 


( Acting ) 
4843 Elizabeth Terrace 
Jacksonville 


Treasurer 
Mrs. ——_ Heath 


(Act 
751 N. one 94th Street 
Miami 





IOWA STATE OFFICERS 
President 

Bernice Polley ; 
(Sioux Chapter, Sioux City) 
Secretary 

Jean Blough 

( Victory a Waterloo) 
Treasurer 


Beulah Miksch 
(Ottumwa Chapter, Ottumwa) 
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Rock City, the hanging gardens and rock formations » 
on Lookout Mountain, have been attracting visitors 
for over two centuries. Today the gardens, with their 
daring cliff side trails, are safer for visitors, and 
nearly a half million persons tour the well marked 



















trails annually. 


CHATTANOOGA 


Dynamo of Dixie 


by IRENE BRYANT , Chattanooga Chapter 


Fw CITIES can claim a more richly historical back- 
ground, a more progressive present, or a more promising 
future than the city of Chattanooga, in the “Volunteer 
State” of Tennessee! 


Situated in a region of vast natural resources, it has been 
compared to the famed Ruhr valley in Europe, as a city of 
industry and breathtaking panoramas of beauty and South- 
ern hospitality. 


Cradled in' mountainous Southeastern Tennessee, Chat- 
tanooga is bounded on the north by Signal Mountain, on 
the west by Raccoon and Elder Mountains, on the south by 
famous Lookout Mountain, and on the east by Missionary 
Ridge. Through this scenic area, the Tennessee River winds 
to form world-famed Moccasin Bend at the foot of old 
Lookout. Dr. Alfred Leland Crabb, who wrote “Home to the 
Hermitage” and visited Chattanooga for DuPont's Calva- 
cade of America broadcast a few years ago, said that after 
he had seen the beauties of Chattanooga, he could under- 
stand why the river was so reluctant to leave its environs. 


The Cherokee Indians, and the Creek Indians before 
them, made Chattanooga their favorite habitat. They left 
hauntingly lovely names to its rivers, lakes, mountains and 
lands. Irvin S$. Cobb once called Chattanooga the most beau- 
tiful name in the United States. Historians believe it was 
originally spelled “Tsatinugi,’ meaning “Rock comes to a 
point,” signifying the peak of famous Lookout Mountain. 
The name “Tennessee” is said to have the Cherokee mean- 
ing of “The Beloved.” 


The far reaches of the nation of Spain left a bit of color 
in the historical background of Chattanooga's surroundings, 
as DeSoto, the Spanish adventurer and explorer, “discov- 
ered” this section of Tennessee on his way to the Missis- 


sippi. 
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When the chaos of the war between the states descended 
upon Chattanooga, the city had already begun to make a 
name for itself because of its rich natural resources, its bud- 
ding industry and its hospitable people. Five of the major 
battles of the war occurred at Chattanooga. 


What is now Chickamauga—Chattanooga National Mil- 
itary Park—the largest in the nation—was the scene of the 
bloody battle of Chickamauga. The visitor will find every 
modern means, including electric push button guided relief 
maps, three dimension dioramas, and other features to tell 
the story of this major battle. Missionary Ridge, Cameron 
Hill, Sherman Heights, and other areas should be listed 
among the places to be visited. 


At Fort Oglethorpe, just outside the City of Chattanooga 
on the south, soldiers from every part of the country were 
trained for service in the Spanish American War, World 
War I, and World War II. Since World War II, the gov- 
ernment offered the Post for sale and it was bought, by a 
groups of young GI's, and transformed into a residential 
area. 
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The Read House, headquarters for Chattanooga Chapter 
of the NSA, occupies the site of the old Crutchfield House 
which served as a Federal hospital during the siege and 
fall of Chattanooga. When it burned, the Read House was 
built and opened in January 1872. For more than eighty- 
one years a Read House has served the traveling public. It 
has one of the most beautiful ballroom suites in the coun- 
try, and its cuisine was made famous many years ago when 
the colored family retainers of the owners of the hotel were 
its cooks. Its tradition for fine food and Southern hospital- 
ity has grown with the years. 


Chattanooga now ranks high industrially among the cities 
of the nation, as the electrical center of the South—where 
citizens use two and one-half times as much electric current 
as the national average. It is little wonder that it is called 
Chattanooga, Dynamo of Dixie! Here also are manufac- 
tured more than 1,500 products, many of them exported to 
all corners of the globe. 


The visitor to Lookout Mountain will find Rock City 
Gardens, Point Park, a national park reserve, Lookout Cav- 
erns and Ruby Falls. 


If you like thrills, there’s the Incline Railway up Look- 
out Mountain, appropriately named America’s Most Amaz- 
ing Mile. It is the steepest incline in the world, and the 
view from Incline Station on top of the mountain has been 
compared with the French Riviera. The ride itself is as ex- 
citing as the funicular railroad on Mt. Vesuvius or Capri's 
spectacular incline! 

Halfway down Lookout Mountain is another thrilling 
point. Lookout Caverns, hidden beneath 1,120 feet of solid 
rock, contain beautiful Ruby Falls—a 145 foot natural 
waterfall which cascades from the vaulted ceiling of the 
cavern to an underground stream! 


From the mountains surrounding Chattanooga you can 
see some of the wonders of the development of the TVA; 
one of the marvel experiments of the ages in harnessing 
a great river to control floods, improve navigation, and fur- 
nish hydro-electric power. 

Chickamauga Lake, the result of the TVA development, 
has made Chattanooga one of the major playgrounds of the 
South. Its more than 500 miles of shoreline attract the 
yachtsman, fisherman, and water enthusiast by the thous- 
ands. 

Atop Signal Mountain is the center of the orchid indus- 
try in the Southeast and one of the largest in the world. 
Rivermont ships more than 100,000 orchids each year to 
all parts of the Eastern seaboard alone! 


Chattanooga is a city of lovely homes, many with the 
gracious dignity and charm of the Old South. It is a city of 
culture and art, and supports three fine musical organiza- 
tions—the Chattanooga Philharmonic Orchestra, Chatta- 
nooga Opera Association, and the Community Concerts, all 
of which bring the city some of the great artists, and sym- 
phonic groups in the world. 

Chattanooga has its own Little Theatre, and its Frye 
Players. Chattanooga Art Association, which is responsible 
for displaying many fine collections, has recently acquired 
the stately Hunter Mansion, whose great white columned 
portico and green lawns are reminiscent of Mount Vernon, 
and has established there the Hunter Memorial Art Gallery. 


Chattanooga has much to offer visitors, and when you 
see this historic town, you'll understand! 






Creation of the Great Lakes of the South by the TVA system 
gave Chattanooga a water playground at its front doorstep. 





View of the “Grand Canyon of Tennessee” as seen from 
Signal Mountain. 


This underground natural wonder, Ruby Falls, has 
a cascade of 145 feet in depth and can be reached 
only by an elevator through 1,000. feet of solid 
rock. Located in the Lookout Mountain Caverns, it 
is 1,120 feet underground. 
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Take a Letter, Please 


(continued from page 8) 


ence. Exceptions, always, are sympathy 
should try to type all your correspond- 
notes or answers to formal invitations. 


Regardless of how informal your let- 
ter may be or how readily your reader 
may excuse you, don’t x-out mistakes, 
or make numerous corrections with your 
pen when you read the finished letter. 
Ink eradicator is inexpensive; hasty 
erasures are ugly. 


While engraving is not a method used 
to inscribe letters, themselves, it is a 
means of producing letterheads. Al- 
though this process is relatively expen- 
sive, every office should stock both en- 
graved and printed letterheads, for ex- 
ecutive correspondence, especially that 
of the company president, always looks 
more attractive and dignified on en- 
graved stationery. See Chapter 7 on 
“Letterheads Are Important” in the 
March issue of The Secretary. 


So much for engraved letterheads. 
Books have been written on this sub- 
ject, but we only suggest that if you 
have any responsibility in ordering let- 
terheads for your company, put in a nod 
for engraved as well as printed station- 


ery. 
As for announcements, the use of en- 
graving depends on their importance. 


The majority of companies today are 
satisfied with sending and receiving 
printed announcements. Reason? En- 
graving is more costly, it takes longer, 
and most companies are sending many 
more announcements than ever before, 
to open houses, holiday parties, employee 
dinners, shareholder meetings, and other 
business-sponsored functions. In your 
grandfather's day he and his partners 
would have been insulted if they had 
received a printed announcement, but 
that oft-repeated saying about times 
changing applies today when printed 
announcements to many informal gath- 
erings are acceptable. 


Extremely large mailings often pro- 
hibit individual typing. If you mimeo- 
graph your letters, don’t think you're 
fooling your reader by trying to match 
the typed inside address and salutation 
with the mimeographed body of the 
letter. The contrast between the two 
shouts to the reader: “This is a form 
letter; the contents aren't important 
enough for me to dictate a personal let- 
ter to you.” 


The use of the modern offset printing 
methods may be substituted for typing. If 
you're unfamiliar with these processes, 
it would pay you to find out about the 
printing services available in your town. 


For example, the public relations de- 
partment of a large Eastern steel corp- 
oration recently sent out 300 letters 
which had been multilithed. The cost 
was only $6.75, and multilithography 
was more applicable to this job than the 
less expensive mimeograph process. 


There's a definite place for mimeo- 
graphing in every business office. Use it 
for copying material which you want to 
keep in your own files; for intra-organi- 
zational memos; for drafts of articles 
which must be approved by your Board 
of Directors; and for other similar needs 
where quantity is as important as qual- 
ity. 

Your family knows how you look in 
cold cream and curlers, but don’t you 
usually run to another room when the 
doorbell rings? Show your best corpora- 
tion face to those outside your business 
family with engraved stationery, letters 
written on your electric typewriter, and 
informal notes typed neatly, not quickly 
scrawled as you'd pen a memo to your 
assistant. 


The contents of your letter may be of 
colossal significance, but your method of 
inscription has a lot to do with putting 
it across to your reader quickly and 
easily. 


Next month we'll discuss the impor- 
tance of getting off to a right start in 
talking to your addressee, and more 
properly just how to close the letter. 





Directory Officer Changes (1952-53) 


GREENSBORO, N. CAROLINA 





RICHMOND, VIRGINIA 

Vice President 

Mrs. Margaret C. McCormick 

915 Floyd Avenue 

ROSWELL, NEW MEXICO 

President and Vice President 
moved away. Correspondence to 
Recording Secretary. 

Treasurer 

LaDora Lucas 

P. O. Box 45 

SPRINGFIELD, MASS. 

Treasurer 

Valerian F. Fitzgerald 

74 Davis Street 

Holyoke, Mass. 

WORCESTER, MASS. 

Corresponding Secretary 


Florence M. Carlson 
20 Fales Street 
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STAMFORD, CONNECTICUT 
Treasurer 

Elaine H. Sarantos 

241 South Street 


WARREN, OHIO 
President 

Mrs. Mary Ella Elston 
Niles Bank Building 
Niles, Ohio 
Vice-President 

Sophia Millich 
Trumbull Memorial Hospital 
Corresponding Secretary 
Adela Campana 

703 Fenton Street 

Niles, Ohio 

Recording Secretary 
Delores Christofer 

328 Belmont Avenue 
Niles, Ohio 

Treasurer 

Mrs. Ruth Riffle 

559 Bonnie Brae N. E. 


WHEELING, WEST VIRGINIA 
Treasurer 

Helen V. Gompers 

165 15th Street 

AKRON, OHIO 

President 

Mrs. Ruth Duncan 

3386 Shade Road 


ASHLAND, OHIO 
Chapter name now Asesiba Chapter 
EVANSVILLE, INDIANA 


Treasurer 
Mrs. Bertha L. Morehead 
515 Mulberry Street 


GREELEY, COLORADO 
Corresponding Secretary 
Helene Kraft 

1430 7th Street 
Treasurer 

Dorothea Schneider 
1019 7th Street 


Treasurer 


Mrs. Mary Lois Call 
320 S. Mendenhall Street 


IOWA CITY, IOWA 


President i 


Bernice Hauber 
321 Church 


LANSING, MICHIGAN 


Treasurer 


June Neck 
Dean Apt. 307 
727 Capitol Avenue 


NEWARK, NEW JERSEY 


Corresponding Secretary 


Dorothy Straub 
176 Halsted Street 
East Orange, New Jersey 
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Packing 


Without - cs 


Pain 


Har THE FUN of taking a trip is 
the anticipation—but the last-minute 
packing can take the joy out of life and 
put creases in your new finery. 

Actually, leather luggage, if packed 
with care and a little patience, will hold 
an amazing amount of clothes and et- 
ceteras—and keep them in good shape. 
Leather luggage is preferable to rigid 
box-type bags of canvas or other mater- 
ials because the sides are flexible. 

This provides the maximum amount 
of space with the least wear and tear, 
both on the luggage and your clothes. 

And, there’s nothing like fine leather 
to win admiring glances and to give you 
that look of a seasoned traveler. A good- 
looking piece of mellow leather carries 
an aura of importance that pleases the 
vanity of all of us. 

Although good luggage comes in a 
variety of leathers and styles, for the 
purposes of packing they fall into two 
categories: fitted and unfitted. That is, 
wardrobe or pullman cases with hangers, 
rods and folding racks; and train cases 
that have pockets for various odds and 
ends, but no interior hardware. 

Here are some easily observed rules 
for packing both types of luggage. But 
remember: if it’s wrinkled when it goes 
in, it will be wrinkled when it comes 
out. So make sure all wrinkles are 
straightened out of your dresses, suits, 
and blouses, before closing your case. 

To pack fitted cases, do the folowing: 

1. Carefully place each dress on one 
of the hangers that come with the case 
and fasten the hanger into the case. 
Straighten out the top of the dress. Make 
sure the back and shoulders are smooth. 
Fold the sleeves across the dress front. 
After the last dress has been packed, 
drop the retainer bar. 
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2. Skirts, if wider than the case, are 


folded equally on both sides. Then, 
while holding the center of the gar- 
ments, raise the folding bar and snap 
it into place. The dresses will now be 
divided roughly in thirds and firmly 
anchored in the top of the case. Try not 
to over-pack, but, at the same time, do 
not fail to utilize the extra space that 
can be obtained through the flexibility 
of the leather sides. 

3. Now, take your shoes and pack 
small items inside of them. This pro- 
vides additional and convenient space. 
Next, slip the shoes into a shoe mitten 
or an old sock. Place the jacketed shoes 
with heels and soles against the back of 
the case to keep them from crushing 
other things. 

4. In packing underthings, begin by 
placing slips flat on your bed. Place 
petticoats, panties, etc., on top of the 
slips, keeping everything flat. Roll all 
the underthings into a long roll, Indian 
fashion. Place the roll on the bottom of 
the case along the front. In this way it 
acts as a buffer to keep other articles in 
place. 

In packing an unfitted leather case, 
follow many of the same rules, except 
that the following suggestions should 
be observed: 

1. Pack purses, shoes and all heavy 
articles at the bottom of the case. 

2. Place jackets lengthwise. Place 
the waist of the skirt at the inside of 
the jacket shoulder. Place dresses with 
collar against end of case. Smooth top 
of dress. Check that back is creaseless. 
Fold sleeves over front. Pack heavier 
dresses at bottom and flimsy and easily 
wrinkled ones as close to the top as pos- 
sible. 

3. Use pockets for belts, scarves, 
jewelry, and gloves. 











VAN DYKE 


Medium-soft typewriter 
erasers. Corrects orig- 
inals and carbons 
without smudging. 
Comes with or without 
brush. Order yours now. 


WORK GOES FASTER 
WITH ECONOMICAL 


PAPER-MATED 
ERASERS 


PINK PEARL 


Pencil eraser that leaves 
no ugly smears. Cleans 
as it erases. Soft 

and pliable. 





By getting the right eraser for the 
right job, you'll save wear and tear 
on office personnel, cut costs and 
increase efficiency. Always insist on 
Paper-mated erasers by — 


EBERHARD 
FABER ~~ 


TRADEMARK REG. U.S, PAT. OFF. 
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REGIONAL MEETINGS 


Region I—Place: Berkshire Inn 
Great Barrington, Massachusetts 


Time: October 2-4 
Hostess: Framingham, Massachusetts Chapter 


Region I1I—Place: Kalamazoo, Michigan 
Time: October 9-11 
Hostess: Kalamazoo, Michigan Chapter 


Region IIl—Place: Deshler-Wallick Hotel 
Columbus, Ohio 
Date: October 16-18 
Hostess: Columbus, Ohio Chapter 


NATIONAL CONVENTION 


Business Site: Olympic Hotel 
Northwest—Seattle, Washington 
Time: July 15-18 


= Pucki-Talk 


a5) Why do Buckeye Ribbons & 
° y do Buckeye Ribbons 
Ey Carbons remind you of 


oar Graduation Day 7 


Cavse youll be provd of every job you do 
when you gradvate” to Buckeye / 


Want me for your desk pal 2 til greet you with AN 


agrin each morning and work as your 


paperweight all day. Just write and ask for oe 
me on your business letterhead but be sure 


to give the name and address of the dealer 

where youd like to buy.,, me 

Buckeye Ribbons and Carbons . 
72 St.Clair Ave., Cleveland 3, Ohio 
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The Office 
Memory Giant 


(continued from page 10) 


of time for both the doctor and the 
transcribing secretary.” 

Chalk up still another point for dic- 
tating machines, as illustrated by the 
vice-president of a Chicago manufactur- 
ing company. “The other day,” he de- 
clared, “an engineer phoned in from the 
field and talked with three men in our 
home office. The four-way conversation 
was recorded, and immediately tran- 
scribed for further action. Even such 
rapid talk of these four men was clearly 
recorded and accurately transcribed.” 

Of course, telephone recording is an 
A-1 advantage, but the benefits of re- 
cording voices of those four men if they 
had been together in the same room 
aren't to be minimized, either. Any sec- 
retary who has ever been asked to re- 
cord a group conversation by means of 
shorthand knows what a nerve-squeez- 
ing job it becomes to catch broken sen- 
tences and incomplete thoughts, then 
transcribe them into coherent, logical 
statements. 

Not long ago the director of a New 
York City radio station pin-pointed two 
of the most superior features—secretary- 
wise—of dictating equipment when he 
said: “No longer must one of my secre- 
taries work three hours to get one hour 
net dictation in her shorthand book, 
and then decipher her notes and type 
them out. Neither is it necessary for one 
of them to stay overtime at the office, 
or work Saturdays or Sunday, or come 
to my home for overtime work. Now I 
record my dictation anywhere at any 
time, and the recording is ready for typ- 
ing next day.” 

No secretary wants to work overtime, 
regardless of how congenial her boss 
may be, or how admirable. When the 
office clock indicates that the working 
day is over, she wants to flip the cover 
on her typewriter, adjust her straw 
sailor, and bid him a blithe “see you in 
the morning.” 

The New York director also declared, 
“Our secretaries are pleased with their 
dictating machines for other reasons 

(continued on page 25) 
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FIGURE 1 





FIGURE 2 


FIGURE 3 


MATERIALS REQUIRED 


Vy yd. 36" felt (or '/4 yd. each 2 colors) 

IVa yds. rickrack or strip of contrasting 
colored felt, pinked. 

6 medium-sized ball buttons 

| large-sized ball button 

6 curtain rings 


sew a button initial 





to, your Wardrobe 
wise and 





| Sew the first and sixth panels to- 
quick... a collar 











Courtesy of B. Blumenthal & Co., Inc. 
Button specialists since 1877 


Spectacular accessory ideas help mold your 
reputation as an ingenious girl with clothes. We 
suggest a few below. The umbrella bag makes 
a much-appreciated gift, or a decorative carry- 
all for your own innumerable purse items. For 


complete directions, including actual size pat- 
tern pieces, write to your publisher. 


jae 























DIRECTIONS 


Put two panels together, and stitch 
along dotted line as shown in Figure 1. 


Open this out, with right side toward 
you (Figure 2), put a third panel on 
top of the second one, and stitch down 
the dotted line. Continue until all six 
panels are stitched, making one long 
piece. 


With inside toward you, pin rickrack 
or colored felt around the points, so 
half extends beyond the edge. 


Place a top square on each point, 
matching outside edge of the bag. Rick- 
rack or felt edge shows along seamline. 
Stitch all around. (See Figure 3). 


Switch a collar—change a dress. 
Try matching material, button- 
trimmed with bright plastic dots 
. .. tiny rhinestones on black taf- 
feta or an edging of rosebud but- 
tons on velvet. 














gether, along dotted line, same as with 
others, so outside of bag is finished. 


Turn bag wrong side out, and stitch 
the two inside edges of each panel to- 
gether. Pink the edge. 


Sew ball button on inside point of 
each square. Make loop buttonhole on 
inside point of each square. Make loop 
buttonhole at top of each inside seam. 


Sew curtain ring just below button- 
hole loop on each inside seam. (If you 
use colored felt you can enamel the 
rings to match, if desired). 

Cut two strips of felt about 30” long 
and 14” wide. Fold lengthwise and stitch 
on machine. Run each strip through all 
six rings and knot, for drawstring. 

Sew large ball button at tip. 













Excite a costume with 
color or change an old 
dress to a new one by 
using bright buttons to 
fasten a fresh white bib 
to your dress front. It’s 
a certain compliment- 
catcher. 
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Lyda E. McHenry 


Convention 


LyDA E. MCHENRY 
Workshop Leader 


Attractive Lyda McHenry, associate professor at Wayne 
University’s School of Business Administration in Detroit, 
will conduct the Letter-Writing Clinic Workshop at next 
month's convention. 


In addition to teaching courses in business communica- 
tions at Wayne, Lyda serves Detroit companies as a consul- 
tant in helping to build good customer relations and to 
formulate company training courses in business writing. 
Her previous employment experience includes secretarial, 
retailing, and library work. At the University of Michigan 
she earned the degrees of Bachelor and Master of Arts, and 
since completing her training, she has been busy with inde- 
pendent research in office management and business writing 
problems. 


Lyda has been a member of the educational staff of the 
Detroit Chapter of the American Institute of Banking, and 
during the summer of 1951 she taught military correspon- 
dence in the Army Air Force training program at Pennsyl- 
vania State College. 


Active in the National Office Management Association 
(often known by its initials as NOMA), she is a member 
of the Detroit Advisory Council, and is a past president of 
the American Business Writing Association. 


Her writings have been published in educational and 
business periodicals. In 1946 she was editor of the winter 
issue of National Business Education Quarterly, whose 
theme was “Improvement of Instruction in English for 
Business Purposes.” Recent articles have appeared in the 
Office Economist, the Noma Forum, and the Noma Office 
Executive. She also prepared a chapter for The American 
Business Education Yearbook, Volume VI. 
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Dorothy O’Rourke 









Personalities 


DOROTHY O'ROURKE 


Convention Pianist 


Those rippling chords you'll hear from the piano at the 
NSA convention next month will be the result of hours 
and hours of practice. Just ask Dorothy O'Rourke, president 
of the Valley of the Sun Chapter in Phoenix, Arizona .. . 
she has been selected as official convention pianist, and 
she'll tell you how she firmly believes in that infallible 
adage about practice making perfect. 


Launching her professional career while in her teens, 
Dorothy began to teach piano lessons at 14, and continued 
to give them during her high school and college days. After 
majoring in music and graduating from Arizona State Col- 
lege with a B.S. in education, Dorothy taught music to stu- 
dents in eight grades, directed a 4-H group, gave class piano 
lessons during noon hours and recess—private lessons after 
school hours and on Saturdays—as well as serving as a 
drama instructor in summer school. 


Leaving the teaching profession for the 9 to 5 career 
world, Dorothy accepted a position as secretary to Dr. H. L. 
Martin, city-county health officer and director of the Mari- 
copa County Health Unit. This contact aroused her interest 
in public health problems. 


At present, however, Dorothy is secretary to Mr. F. A. 
Hickernell, chief U. S. probation officer for Arizona, and 
she claims that her positions as teacher and public health 
employee have been valuable in helping her with this job. 


Seven years ago in July 1946 Dorothy became a charter 
member of the Valley of the Sun Chapter. She has served 
as editor of “Cactus Quotes,” chairman of the membership 
and welfare committees, and delegate to the California- 
Arizona regional conference. 
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A number of you have already met Dr. Estelle L. Pop- 
ham, Dean of the Institute for Certifying Secretaries, but 
to those who have not, we'd like to introduce her to you. 

Dr. Popham, a Midwesterner born in Chillicothe, Mis- 
souri, became a business teacher through chance, after grad- 
uation from the University of Wisconsin, where she re- 
ceived her A. B. degree. At the height of the depression, 
there were no jobs for English teachers, so she was forced 
to attend Chillicothe Business College in her home town. 
Dr. Popham says, “This was the best thing that ever hap- 
pened to me.” In her pursuit of higher education she re- 
ceived her Masters degree from the State University of 
Iowa and Ph.D. from New York University. She taught at 
Meredith College (Raleigh, North Carolina); summers at 
Northwestern University, Ohio State University, University 
of Michigan, Woman's College of the University of North 
Carolina and the University of Houston. Currently she is on 
the faculty of Hunter College, where she is teaching one 
undergraduate course in advanced shorthand, a graduate 
research course for New York City teachers called Evalua- 
tion of Research in Business Education, and Office Super- 
vision for the Secretary, a CPS refresher course. This repre- 
sents a half-time program; the other half of her day at 
Hunter is devoted to operating the Teacher Placement 
Service. Five hundred seniors are expecting help in finding 


Dr. Popham will read her “contribution” with 
some surprise, as this is not the material she 
submitted for the CPS page. We “took ad- 
vantage” of the Dean, because we feel that you 
will be interested in reading about this energetic 
woman, who will steer the CPS panel 
discussion at next month’s National Convention. 


positions for September. Metropolitan Insurance Company 
and Saks Fifth Avenue provided her business experience. 
In addition, Dr. Popham is co-author of Effective Secre- 
tarial Practices by Beamer, Hanna, and Popham; and of 
Methods of Teaching Business Subjects by Tonne, Popham 
and Freeman. 

Among Dr. Popham’s professional society affiliations are: 
Vice-president of Eastern Business Teachers Association; 
Editor of state bulletin of American Association of Uni- 
versity Women; research chairman of Alpha Chapter of 
Delta Pi Epsilon (honorary business education fraternity) ; 
associate editor of American Business Education Yearbook; 
member of Transcription Supervisors Association; honorary 
member of The National Secretaries Association and mem- 
ber of Pi Lambda Theta (honorary education fraternity). 
Since December 1950, she has been a member of CPS In- 
stitute, being one of the original appointees to the Institute. 
In 1951 she served as Publicity Chairman of CPS Research 
Committee. Her election as Dean of the Institute for Certi- 
fying Professional Secretaries took place at the December 
1952 meeting of the Institute in Chicago. 

In this busy life Dr. Popham has found time for extra- 
curriculars, including summer trips to Japan, Europe and 
Mexico. 

This is Dr. Estelle L. Popham—an outstanding WOMAN. 


Suggested Bibliography for CPS Examination 


A more complete list of books may be obtained from Dr. Popham. 


OFFICE MANAGEMENT 
Leffingwell, William H. and Robinson, Edwin M., Text- 
book of Office Management. New York: McGraw-Hill 
Book Company, 1950. 
Maze, Coleman L., Office Management. New York: The 
Ronald Press Company. 


SECRETARIAL PRACTICES 
Beamer, Esther; Hanna, J. Marshall; Popham, Estelle L., 
Effective Secretarial Practices. Cincinnati: South-Western 
Publishing Company, 1949. 
Doris, Lillian and Miller, Besse Mae, Complete Secretary's 
Handbook. New York: Prentice-Hall, Inc., 1951. 
BUSINESS LAW (Any standard business law text, of 
which there are many ) 
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BUSINESS ENGLISH 
Aurner, Robert R., Effective Communication in Business. 
Cincinnati: South-Western Publishing Company, 1950. 


FILING 
Bassett, E. D., and Agnew, Peter L., Business Filing. Cin- 
cincinnati: South-Western Publishing Company, 1943. 
SECRETARIAL ACCOUNTING (Any standard ac- 
counting text, of which there are many) 
MISCELLANEOUS 
Dodd, James Harvey, and Hasek, C. W., Economic Prin- 
ciples and Applications. Cincinnati: South-Western Pub- 
lishing Company, 1948. 
Eiteman, Wilford J., and associates, Business Theory for 
Secretaries. Ann Arbor: Masterco Press, 1951. 
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STORAGE CABINET (172) 


Sturdily built steel cabinet with elec- 
trically welded frame and dust-tight rein- 
forced doors that latch at three points. 
Made by the Penn Metal Corp., this stor- 
age cabinet has an overall size of 36” 
wide, 18” deep and 78” high, providing, 
according to the manufacturer, extra large 
capacity in 414 square feet of floor space. 


eee 


610 Woop STREET 


PITTSBURGH 22, PA. 
Gentlemen: 
I would like further information 
on the items circled below: 


172 173 174 175 
176 177 
7s 869 180 =:181 





Name 


Address 
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DES CADDY (173) 


This small plastic unit, by the Chatham 
Co., holds many useful items on the desk. 
Many months’ supply of note paper fit in 
one compartment, scotch tape in another 
and a deep well is conveniently placed on 
top for paper clips or other small items. 
Catchall drawer in front holds cigarettes 
or rubber bands. 


DICTATING MACHINE (181) 


This machine features the magnetic prin- 
ciple of recording and is made by the Rex 
Recorder Co. Magnetic recording is eras- 
able, and this feature enables the owner 
to get extra usage from each disc. The 
manufacturer claims they are re-usable 
10,000 times. Rex Recorder has no turn- 
table, and the disc is transcribed by a 
fixed recording head. Mistakes and cor- 
rections can be made by dictating over 
the part where the change is desired. 





NUMBERING MACHINE (174) 


A new numbering machine by Roberts 
Numbering Machine Co. has a greater 
wheel capacity than former models. Comes 
with any required number of wheels up 
to eleven, former capacity was six. Figures 
are available in a wide selection of styles, 
and the lever requires only the slightest 
pressure to advance numbers. 





DUPLICATING CHART (180) 


Bristol board chart made by the Old 
Town Corp., termed “How to Make Per- 
fect Masters for Spirit Duplicating,” is 
now available for secretaries. The chart 
explains how to determine whether the 
master has been properly prepared and 
contains information on how to type the 
master to get perfect copies. In addition 
it tells how the “personality” of different 
typewriters effects the preparation of a 
good master for duplicating. 


The Secretary 














MARK-ON.TAPE (175) 


New smudge proof type can be used 
for labeling on shelves, stock bins, files, 
file folders and other applications, accord- 
ing to the Tape Mark Co. Writing surface 
of the tape is located between a protective 
covering of transparent acetate film and a 
pressure-sensitive strip of red acetate fibre 
tape. Words are permanently reproduced 
with any blunt instrument. Penned mes- 
sages can be wiped free. 





TAX CALCULATOR (176) 


This new slide chart, made by the Kirk 
Plastic Co., provides instant computations 
of payroll deductions of withholding 


taxes and old age benefits. The 12” x 8” 
computor has a one line reading window 
which shows the correct deductions for 
various salary levels. Charts come for the 
three different payroll periods: weekly, 
bi-weekly, and semi-monthly. 





FOLD-O-MATIC (177) 


This typewriter size machine folds 100 
letters in less than one minute, and has 
an exclusive feature, “The Vertical Creas- 
er,’ which eliminates the need for two 
operations in order to make vertical folds. 
This hand operated model is made by the 
Print-O-Matic Co., Inc. and needs no elec- 
trical outlet. The machine, which weighs 
only 30 pounds can handle sheets from 
5” = 3” ta 44" x 14". 





DUPLICOPY MACHINE (179) 


No stencils to cut and the master can 
be prepared easily for this new Duplicopy 
machine. Anything hand written, typed 
or drawn can be reproduced at speeds up 
to 150 copies per minute and in as many 
as five colors at one time. The manufac- 
turer, Duplicopy Co., claims the machine 
makes hairline registration. Units have 
the Magic Fluid Flow, a wiper blade that 
assures even distribution. 


The Secretary 


DRY PHOTO PRINTER (178) 


For firms who already own an exposure 
unit, this machine offers a separate auto- 
matic process printer for making dry posi- 
tive photo copies. After exposure is made, 
all you do is insert your paper negative 
with a sheet of transfer paper into the 
unit. In about 15 seconds, the manufactur- 
er, General Photo Products, Inc., claims 
the copy is processed and ready to be 
peeled apart. 








The Office 
Memory Giant 


(continued from page 20) 


than cutting their overtime. They find 
that they have a chance to do a good 
deal of semi-executive work in the hours 
the machine saves them.” 


And what secretary wouldn’t welcome 
relief from the more routine phases of 
her position for additional responsibili- 
ty as a kind of junior executive without 
a brief-case! 


Perhaps one of the most succinct com- 
ments about the value of dictating 
equipment came from James A. Walsh, 
president of the Armstrong Rubber 
Company in West Haven, Connecticut: 
“It always seems to me that having a 
stenographer make notes of a man’s dic- 
tation, and then transcribe those notes 
later was like burning a candle at both 
ends. The more dictation a man has, the 
more time ought to be allowed for typ- 
ing, whereas a girl really has less time 
for typing, because more was consumed 
in note-taking. 


“If she is required to write each letter 
only once and the executive can have a 
pair of machines, which relieves her en- 
tirely of note-taking, at a cost of a penny 
a minute, there is no economic justifica- 
tion for burning the candle at both ends 
by the use of shorthand.” 


How about you—still burning your 
candle at both ends? There’s absolutely 
no need for it, you know, as any dictat- 
ing machine advocate can tell you. 

Because we think you may want to 
know more about the various kinds of 
dictating equipment on the market to- 
day, we are planning to give you a de- 
scription of each of the most reliable 
machines, beginning next month with 
the Edison Televoice, manufactured by 
Thomas A. Edison, Inc.; the Gray Audo- 
graph, made by the Gray Manufactur- 
ing Co.; and the Soundscriber Corpora- 
tion’s SoundScriber model. As The Sec- 
retary is completely impartial, we are 
presenting these machines as they fall 
into natural groups . . . dictation by disc 
and belt, by wire, and by tape. Look for 
the third installment of “The Office 
Memory Giant” in the July issue. 
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SOUTHWESTERN DISTRICT 


Jo MAES KNOERR 
2025 Rutgers Avenue 
Long Beach 4, California 


Here in the Southwest it appears that 
the “bosses” have been feted by many 
secretaries: 

* * * 

The second annual Boss Night was 
enjoyed by the SAN DIEGO CHAPTER 
(San Diego, Cal.) in a setting of leis 
blossoms and songs of the Islands. Ann 
Murtha, president, welcomed the guests 
who were then taken on a trip to Hawaii 
via the projection screen and United Air 
Lines. To make the trip seem more real- 
istic, Marion Heatherly danced “Lovely 
Hula Hands” and “Hula Lolo.” 


* * * 


A nautical theme motivated the 
WESTPORT CHAPTER (Kansas City, 
Mo.) eighth annual Boss Night dinner. 
Anchors were used as identification tags 
for the bosses; tables were covered with 
fish nets, and centerpieces were boats, 
surrounded by bowls of goldfish and sea 
shells. CPS certificates were presented by 
Alice “Kitty” Cote’, national treasurer 
and chapter member. Guest speaker was 
Ernest “Ernie” Mehl, sports editor of 
the Kansas City Star, whose topic was 
“Relax and Succeed.” Special guests in- 
cluded Irma Young, women’s page edi- 
tor, Kansas City Star; Helen J. Boyle, 
NSA executive secretary; Mary Margaret 
Mason, NSA president of the state of 
Missouri; Mary Ann Milton, president 
of the HARRY S. TRUMAN CHAPTER; 
and Elizabeth Lair, president of the 
HEART OF AMERICA CHAPTER. 

* * * 


BiG D CHAPTER (Dallas, Texas) ob- 
served its fifth annual Boss Night with 
center pieces of American Beauty roses 
and favors—leather memorandum pads 
with magnetic pencils. The speaker was 
William McGraw, formerly District At- 
torney of Dallas and Attorney General 
of Texas. 
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SUN AND SAGE CHAPTER (El Paso, 
Tex.) not to be outdone, held its fifth 
annual Boss Night banquet with a St. 
Patrick background. 


* * * 


The HEART OF AMERICA CHAPTER 
(Kansas City, Mo.) entertained employ- 
ers at their annual Boss Night dinner 
and among the forty-eight bosses and 
secretaries present were: Mary Margaret 
Mason, state president of Missouri; 
Mary Ann Milton, president of the 
HARRY S. TRUMAN CHAPTER, and Anna 
Marie Schmall, president of the WEST- 
PORT CHAPTER. A $10 gift bond was 
presented to the “Boss of the Year,” Mr. 
Jay O. Boehm, division manager of re- 
tail operations for the Cook Paint and 
Varnish Company. 


* * * 


HOLLYwoop CHAPTER (Hollywood, 
Cal.) celebrated its third annual Boss 
Night under the direction of Social 
Chairman Hope Russell. The Hawaiian 
theme was carried out in the decorations 
including leis, ukelele name tags for 
each boss, and hula girl place cards. 
Wade E. Bennett, president of the Hol- 
lywood State Bank, was crowned “Boss 

* * * 


of the Evening.” President Mary Din- 
ning, gave a brief resume of the history, 
purposes and aims of NSA, and the 
highlights of the CPS program. 

* * * 


Four members of the SAN DIEGO 
CHAPTER (San Diego, Cal.) attended 
the ICC Meeting in El Centro, Califor- 
nia: Harriet Leuszler, California State 
Treasurer; Ruth Erickson, ICC repre- 
sentative; Louise Smith; and Marion 
Drummond. 

* * * 

At a recent meeting of the WEST- 
PORT CHAPTER (Kansas City, Mo.) re- 
freshments were donated and served by 
the Smith-Corona Company. A free gift 
was given to all members attending, 
and a film on office equipment was 
shown. 

* * * 

HOUSTON CHAPTER (Houston, Tex.) 
entertained its members with a most un- 
usual party at the University of Hous- 
ton’s Frontier Fiesta—a group of shows 
presented by the students of the Uni- 
versity showing their ideas of the “Wild 
and Wooly West.” Then members of the 
HOUSTON CHAPTER assembled on the 
campus for a fried chicken dinner, and 
later attended several of the shows. Blue 
jeans, cowgirl outfits or showy calicos 


were the proper attire. 
* * * 





At the HoLLywoop CHAPTER (Hollywood, Calif.) Boss Night are seated, left to right: 
Lillian Kazluckas; Mary Dinning, president; June Carroll; Hope Russell, social chairman. 
Standing: Phil Hall, president, Phil Hall Buick Co.; Paul H. Toy, vice president, Holly- 
wood State Bank; Wade E. Bennett, president, Hollywood State Bank and “Boss of the 
Evening”; Sam Koki, one of the Hawaiian entertainers; Dr. Charles G. Hutter; Paul 
Atkinson, assistant secretary, Radio Corporation of America. In the background, Emma 


Rebensdorf. 


The Secretary 









Shown at the cocktail party preceding the 
SUN AND SAGE CHAPTER (El Paso, Tex.) 
fifth annual Boss Night banquet are, left 
to right: Col. Abner Zehm, commanding 
officer of Wm. Beaumont Army Hospital; 
Mrs. Lois W. Thomas, his secretary and 
new president of the chapter; Mrs. Laniear 
Harris, retiring president and secretary to 
Charlie Munoz, Lone Star Motor Com- 
pany, standing beside her; Mrs. Eleanor C. 
Ranck; and C. H. Rutledge, zone service 
manager, Chevrolet Motors Division. 


Officer Fred Goode, of the Long Beach 
police department, narcotics detail, was 
guest speaker at the April meeting of 
QUEEN BEACH CHAPTER (Long Beach, 
Cal.) In addition to telling of his own 
work as a narcotics officer, he showed 
motion pictures, photographs, and im- 
plements of drug addiction. 


* * * 


Mrs. Lois W. Thomas, new president 
of the SUN AND SAGE CHAPTER (El 
Paso, Texas) spoke on the secretarial 
profession before a group of Tri-Hi-Y 
members of Austin High School in El 
Paso, and is scheduled to speak before 
the entire assembly of Radford School 
for Girls, El Paso, on the same subject. 
Members were briefed on abstract and 
guaranty titles by Byng Armstrong of 
the Guaranty Title Company of El Paso 
at their April dinner-business meeting. 


* * * 


Irene Parsons Mann and her husband, 
Jack Mann, presented a travelogue of 
their trip through Italy at the April din- 
ner meeting of the HOLLYwooD CHAP- 
TER (Hollywood, Cal.) Mary Dinning, 
chapter president, and Ann Southern, 
the “Private Secretary” of TV fame, 
shared a full page complete with pic- 
tures in the “T. V. Times.” 

* * * 


WILSHIRE CHAPTER (Los Angeles, 
Cal.) members have been fortunate in 
their choice of speakers: One month 
they had Jack Howards, a representative 


_ The Secretary 


of the Mutual Life Insurance Company 
of New York, who spoke on “Social 
Security and How it Affects Women.” 
The following month Minta Durfee Ar- 
buckle discussed charm, poise and many 
humorous anecdotes experienced during 
her life with her late husband, Roscoe 
“Fatty” Arbuckle. 


* * * 


At the April meeting of the Los AN- 
GELES CHAPTER (Los Angeles, Cal.) 
Gladys Bauer, Southwest District ICC 
chairman, presented CPS certificates to 
the five girls from southern California 
who passed the 1952 examination: Sar- 
ah Montoya of the LOS ANGELES 
CHAPTER; Verla Wilson and Vervyl 
Sumrall of the QUEEN BEACH CHAPTER 
(Long Beach, Cal.); Melba Bartley and 
Barbara Stokes, who are not yet mem- 
bers of NSA. Several bosses were pres- 
ent at this meeting as well as Dr. Albert 
C. Fries, member of the CPS Institute, 
and Mrs. Ruth Toothacker. 


* * * 


LeVeda Stephanson of the ROSWELL 
CHAPTER (Roswell, New Mexico) has 
been appointed chapter representative 
to the Roswell Recreation Council. This 
chapter has been very generous in do- 
nating its time to work on the hospital 
bond issue, March of Dimes, and other 
local civic projects. 

* * * 


WINTERGARDEN CHAPTER (El Cen- 
tro, Cal.) hostessed an ICC Meeting on 
April 11 and 12, with a chuck wagon 
breakfast at a nearby ranch, a trip to 
Mexicali, Saturday afternoon, and a 
dance at the Officers’ Club on Saturday 
night. The business meeting was held on 
Sunday morning. The following Califor- 
nia chapters were represented: WINTER 
GARDEN CHAPTER (El Centro), Los 
ANGELES (Los Angeles), HOLLYwOooD 
CHAPTER (Hollywood), SAN DIEGO 
CHAPTER (San Diego), SANTA MON- 
ICA CHAPTER (Santa Monica), WIL- 
SHIRE CHAPTER (Los Angeles), and 
the QUEEN BEACH CHAPTER (Long 
Beach). Among the subjects discussed 
were the choosing of delegates to the 
state meeting and national convention, 
state organization, payment of dues, the 
national home fund, and the float proj- 


ect. 
* * * 


TOWER LIGHTS CHAPTER (Austin, 
Texas) members were enlightened on 
“Legislative Procedure” by Price Daniel, 
representative from Liberty County, 
Texas. 









































































STEPHENVILLE CHAPTER (Stephen- 
ville, Texas) can well be proud. Char- 
tered in November, it has a substantial 
sum in its coffer, has instituted a class 
in business law, and has given assistance 
to a needy family. 

+ * * 


The April dinner meeting of the 
SANTA MONICA CHAPTER (Santa Mon- 
ica, Cal.) was iamnaneanet by the en- 
trance of the BPOE #906 Glee Club 
and a Past Exalted Ruler, carrying a 
large birthday cake. The surprise was in 
honor of the birthday of member Willie 
Barnes, and of her 25th anniversary 
working for the Elks Club in Santa 
Monica, Willie is now assistant secretary 
of the Club. 


* * * 


DESK SET CHAPTER (Corpus Christi, 
Texas) entertained Mrs. Mildred Evans 
of the WILSHIRE CHAPTER (Los Ange- 
les, Cal.) at a luncheon. Mrs. Evans 
went to Corpus Christi to pin wings on 
her son who has finished his cadet train- 
ing at the Naval Air Station. 


NORTHEASTERN DISTRICT 


Mrs. PAULINE F. MILLER 
32 North 2nd Street 
Harrisburg, Pennsylvania 


Aurora, Ill. will soon have an NSA 
chapter . . . the tenth to be established 
in Illinois. Mrs. Ruth Dray, Ruth Gal- 
linot, and Claire Jennings are among 
the LAKE SHORE CHAPTER members 
working on this project. 


‘ 
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Shown at the first Boss Night dinner at 
WINGs CHAPTER (Dayton, O.) are, left 
to right: Mary Frank Hamilton, second 
vice-president; Justin Meyer, speaker; Ar- 
thur Marks; Phyllis Ralls, president; I. M. 
Marks; Mrs. Justin Meyer; Mrs. Helen 
Reger, first vice-president; and John Reger. 
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national news news from the four corners of NSA 





NORTHEASTERN DISTRICT 


BLUE WATER CHAPTER (Port Huron, 
Mich.) installed in November 1952, has 
regularly distributed “The White Cap,” 
the chapter bulletin, since January un- 
der the direction of the editor, Mrs. Sally 
Montgomery. 

* * 

Fifth anniversary celebrated by SCHE- 
NECTADY CHAPTER (Schenectady, N. 
Y.) at its April meeting. 

* * * 

WHITE ROSE CHAPTER (York, Pa.) 
entertained mothers and teen-age daugh- 
ters at the Yorktowne Hotel recently. 

* * * 


The MIDDLETOWN CHAPTER (Mid- 
dletown, Ohio) in cooperation with Mi- 
ami University, Oxford, Ohio, recently 
sponsored a “Secretarial Institute.” Guest 
speakers were Dr. Irene Place, Univer- 
sity of Michigan, who spoke on “CPS”; 
J. H. Ayres, Armco Steel Corporation, 
Middletown, who discussed “Getting 
Along with People”; and Dr. Galen 
Stutsman of Bowling Green University, 
who talked on “You and Your Effici- 
ency.” Congratulations to Mrs. Evelyn 
G. Day, education chairman, and Dor- 
othy Virts, head of the department of 
secretarial studies, Miami University, on 
the success of this project. 

* * * 

Congratulations also to Helen Ayton, 
STAMFORD CHAPTER (Stamford, Conn.) 





At the April meeting of the QUINNIPACK 
CHAPTER (New Haven, Conn.) the Sound- 
Scriber Corporation played host to 50 
chapter members at a buffet supper. Pic- 
tured above, left to right, are: Claire E. 
Skelly; Mrs. Arletta T. Doten; Walter J. 
‘Niles, president of SoundScriber; Cath- 
erine Marangell, QUINNIPACK’S president; 
and Mrs. Marion B. Savina. 
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newly elected president of the Connecti- 
cut State Organization. Other Connecti- 
cut officers are Dorothy Espelin of WAT- 
ERBURY, secretary, and Claire Skelly, 
NEw HAVEN, treasurer. 

* * * 


Mrs. Marjorie Papan, president and 
Mrs. Beulah Stewart, membership chair- 
man, SHORELAND CHAPTER (Wauke- 
gan, Ill.) turned a special hobby into a 
ways and means project, by selling Afri- 
can violets which they started from cut- 
tings last October. Other ways and 
means projects include a buffet supper, 
two dinners, book review; a card party 
and tea now underway. 

* * * 


Shurtleff College entertained members 
of the ALTON CHAPTER (Alton, IIl.) 
in the women’s dormitory recently. The 
Shurtleff Chapel Choir sang under the 
direction of Professor Max E. Hodges, 
and Dr. David A. Weaver, president of 
Shurtleff College, spoke. 


* * * 


ROcK RIVER CHAPTER (Rock Island, 
Ili.) reports Mrs. Marjorie Duncan, pub- 
licity and public relations chairman, at- 
tended fashion show and tea sponsored 
by the LAKE SHORE CHAPTER (Chicago, 
Ill.) Members assisted the Crippled 
Children’s Foundation at Augustana 
College, by typing and addressing letters. 

* * * 


MOUNDBUILDERS CHAPTER (New- 
ark, Ohio) were entertained by Mar- 
garet Campolo, who spent five months 
in Italy and Eastern France. She gave a 
colorful account of. life there and told 
of her visit to the Isle of Capri. MOUND- 
BUILDERS have initiated a service at the 
local hospital assisting patients, especi- 
ally those who have no relatives or 
friends in town, by writing letters, read- 
ing, and performing personal services. 

* * * 


DETROIT TRANSCRIPT CHAPTER held 
a meeting with members of the National 
Office Management Association 
(NOMA) with 125 persons. “Do Wom- 
en Have An Equal Opportunity in Man- 
agement?” was the subject of the panel 
discussion by Robert J. Koch of Michi- 
gan Hospital Service; Robert Valade of 
Beauty Counselors, Inc.; and Kramer 
Foster of Ideas, Inc. NSA was represent- 
ed by Helen Musial, Helen Morrison, 
and Mary Addes. Anne R. Bucciero was 
the moderator. 








Pictured at the STAMFORD CHAPTER 
(Stamford, Conn.) Boss Night are, left to 
right: Betty Weiseit, vice president and 
chairman of Boss Night; Dr. Henry F. 
Palmer—vice president, Kentucky Syn- 
thetic Rubber Co.—1953 Boss of the Year; 
J. C. O’Connell—service supervisor, Per- 
kin-Elmer Co.—1952 winner; and Ann 
Rubanowice, president of the chapter. 


At the April meeting, members of 
PATERSON CHAPTER (Paterson, N. J.) 
heard Mrs. Erika Petri, special sales rep- 
resentative for Trans-World Airlines, 
speak on “Travel for Women.” 

* * * 

Guest speaker at KIKATHAWENDUND 
CHAPTER (Anderson, Ind.) Boss Night 
was Carlton Barrett, husband of Mrs. 
Mary Barrett, national president. His 
topic was “The Story Behind Our For- 
eign Relations.” Boss of the Year award 
went to Senator Sam Johnson, whose 
secretary is Kathryn Girton. 

* * * 

Ken McNair, of the Gary Real Estate 
Exchange, was named Boss of the Year 
at the fifth annual Boss Night dinner 
of the DUNELAND CHAPTER (Gaty, 
Ind.) His secretary is Marilyn Karsner. 
Arthur Gullette, program director of 
the WMCA, spoke on “Why Do We 
Laugh?” Harley Davenport, president of 
the Kiwanis Club, was master of cere- 
monies. 

* * * 

At the sixth annual Boss Night of 
MARION CHAPTER (Marion, Ohio) the 
group was taken on a round-the-world 
tour by Johnny Jones, Columbus news- 
paper columnist. 

* * * 

Boss Night was a gala affair for the 
PHILADELPHIA CHAPTER ( Philadelphia, 
Pa.) Jack Pyle, local disc jockey, was the 
speaker, and Mrs. Dorothy A. Wylie, ed- 
itor of the chapter's bulletin, served as 
toastmistress. Boss of the Year Award 
went to Jacob S. Disston, Jr., president, 
Henry Disston & Sons, Inc. Ethel Amb- 
ler, chapter president, is his secretary. 


The Secretary 











WHITE PLAINS (White Plains, N.Y.) 
reports successful first Boss Night. John 
C. Bailey, managing director of the 
White Plains Chamber of Commerce, 
was crowned Boss of the Year by Jane 
Kowalski, mistress of ceremonies. Jane 
Todd, of Tarrytown, N. Y., New York 
state deputy commissioner of commerce, 


was guest speaker. 
* * * 


After addressing hundreds of enve- 
lopes for the local Cancer Society, 
* * * 








Pictured at the New Jersey State Meeting 
recently are, left to right: Mrs. Margaret 
Hinchman, president, Camden, N. J. Chap- 
ter; Mrs. Charlotte S. Quinn, New Jersey 
state adviser; Mrs. Lilyan Miller, NEVP; 
and Mrs. Veronica M. Kidder, chairman. 
state meeting committee. 


FRUITLAND CHAPTER (St. Joseph-Ben- 
ton Harbor, Mich.), undertook the proj- 
ect of re-indexing, sorting and making 
a card catalog file for the Society's circu- 
lating files. Highest compliment from 
the powers-that-be: “truss NSA mem- 
bers to be efficient and thorough.” 
* * * 


CON BRIO CHAPTER (Bloomington, 
Ill.) again active in the Cancer Crusade 


writing letters, an annual project. 
* * * 


Seventeen new members were in- 
stalled at the April meeting of NEW 
YORK CiTy CHAPTER (New York). 
This makes a total of 61 new members 
in 1953. 

* * * 

PITTSBURGH CHAPTER (Pittsburgh, 
Pa.) heard Dr. Cyril Zebot, professor of 
economics at Duquesne University, speak 
at the regular monthly meeting. His 
topic was “Tito’s Allegiance to the 
Western Soviet.” Dr. Zebot, a former 
inmate of a concentration camp, wit- 
nessed the “behind-the-scenes” strategy 
of Stalin’s pact with Hitler before World 
War II. 


_ The Secretary 


Harrisburg Chamber of Commerce 
President Wilbur R. Packer was master 
of ceremonies for the HARRISBURG 
CHAPTER third annual Boss Night din- 
ner. Mrs. Grace I. McKeever, chapter 
president, extended greetings. The theme 
was education with the CPS program 
highlighted. 


* * 
A recent civic activity of the STAM- 
FORD CHAPTER (Stamford, Conn.) was 


escorting 14 patients of the Rehabilita- 
* * * 





Gwen Matthews, left, president of Mup- 
DLETOWN CHAPTER (Middletown, Ohio), 
and Mrs. Evelyn Day, secretary to Charles 
R. Hook, admire the plaque proclaiming 
the Armco Board Chairman “1953 Boss of 
the Year” at their first Boss Night dinner. 


tion Center, Stamford, to a play present- 
ed by the students of Greenwich, Con- 
necticut High School. 

* * * 


MILWAUKEE CHAPTER (Milwaukee, 
Wis.) became so enthusiastic over CPS 
and the CPS examination when one of 
its members, Mrs. Dorthea Carotta, re- 
ceived a certificate, they immediately 
made arrangements with the University 
of Wisconsin for a course on “Account- 
ing for Secretaries,” covering a 12 weeks 
period to be followed by a course on 


“Law for Secretaries.” 
* - * 


Correction: April issue of The Secre- 
tary identified Belle Lettres as a chapter 
in Providence, Rhode Island. Actually, 
the chapter there is known as the PROVI- 
DENCE CHAPTER. 

* * * 

At the New England Conference at 
the Sheraton-Biltmore Hotel, Gertrude 
G. Whitcomb of the PROVIDENCE 
CHAPTER was elected state president; 
Mrs. Alva C. Malley of the NEWPORT 
CHAPTER, state secretary; and Lois L. 
Wartman of the NEWPORT CHAPTER, 


state treasurer. Mrs. Beatrice Hancock 
Mullaney, Fall River lawyer, was guest 
at the Sunday morning brunch and 
spoke on “Potential Leadership Oppor- 
tunities for Women.” 

* * * 


Champagne, white lilacs, purple can- 
dles in wine bottles, and favors of 
French perfume provided the “April in 
Paris” theme, as the COPPER CITY 
CHAPTER (Rome, N. Y.) celebrated its 
fifth anniversary and third Boss Night 
program. A brief history of the organiza- 
tion was given by A. Marion Waller, 
president. Richard A. Wilkins, vice- 
president in charge of research at Re- 
vere Copper and Brass, Inc., was crowned 
Boss of the Year by his Secretary, Mrs. 
Marjorie Bauerlein. He was selected be- 
cause he and Marjorie have worked to- 
gether for more than 20 years, longer 
than any other secretary-boss team in the 


chapter. 
* * * 


The first Boss Night dinner of the 
MIDDLETOWN CHAPTER (Middletown, 
Ohio) revealed that bosses can type too, 
for each man typed his own name tag 
as well as his secretary's. Charles R. 
Hook, Chairman of the Board, Armco 
Steel Corporation, Middletown, Ohio, 
and boss of Mrs. Evelyn G. Day, was 
chosen Boss of the Year and presented 
with a plaque. 


SOUTHEASTERN DISTRICT 


BARBARA G. WENDT 
4314 Twelfth Road, South 
Arlington 4, Virginia 


National President Mrs. Mary H. Bar- 
rett was guest speaker at the April din- 
ner meeting of the Baltimore Chapter of 
NOMA (National Office Management 
Association) when she discussed “The 
Definition of the Word Secretary.” 
MONUMENTAL CHAPTER (Baltimore, 
Md.) members attended en masse and 
presented Mrs. Barrett with a copy of 
Bodine’s “Book of Maryland.” MONU- 
MENTAL CHAPTER also held its Boss 
Night in April, with Dr. Harry C. Byrd, 
president of the University of Maryland, 
as guest speaker. 

* * * 


The seventh annual dinner and fash- 
ion show given by CHATTANOOGA 
CHAPTER (Chattanooga, Tenn.) fea- 
tured a spring carnival theme. Members 
of OAK RIDGE, NASHVILLE, MEMPHIS, 
and KNOXVILLE CHAPTERS attended 


Twenty-nine 





MATION AL MEWS version se our corer of NSA 


>>>>>>>. 





Cs 


SOUTHEASTERN DISTRICT 


the carnival during their trip to Chat- 
tanooga for the Tennessee State Meet- 
ing. 

* * * 

Dr. F. G. Walton Smith, director of 
the University of Miami Marine Labor- 
atory, was guest speaker at the March 
meeting of MIAMI CHAPTER (Miami, 
Fla.) The University of Tampa's profes- 
sor H. A. Heiser held the honored spot 
as speaker at the chapter's first Boss 
Night. 


* a * 
FRANKFORT CHAPTER (Frankfort, 


Ky.) was honored recently by an invita- 


tion to join the Franklin County Com- 
* * 2 


munity Council of Clubs. Frances Mar- 
shall, chapter president, has been elected 
council secretary, and Ernestine Lyon 


is chapter representative on the Council.” 


* * * 


Clara L. Longstreth, national security 
and civil defense chairman of the Busi- 
ness and Professional Women’s Clubs, 
was guest speaker at the April meeting 
of CAPITAL CHAPTER (Washington, 
B.C.) 

* 7 * 

BIRMINGHAM CHAPTER (Birming- 
ham, Ala.) held a scholarship banquet 
recently, which was attended by com- 
mercial teachers from each of the Birm- 
ingham high schools participating in 
the scholarship examination, as well as 
bosses and other educational and civic 


leaders. 
* * * 





LAND OF THE SKY CHAPTER (Asheville, N. C.) owes much of the success for its recent 
benefit card party to this committee: seated, left to right, Mrs. Louise Wainscott; Mrs. 
R. N. MacLaren; Mrs. Cornelia Farrell, general chairman; Mrs. Edith M. Worrell; and 
Blanche Patterson, president; standing, left to right, Miriam Hoch; Mrs. Lillian Ducker; 
Mrs. Pearl Johnson; and Rita Bennett. 
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NASHVILLE CHAPTER (Nashville, Tenn.) was installed with 12 charter members by 


CHATTANOOGA CHAPTER (Chattanooga, Tenn.) Pictured from left to right, seated, are: 
Mildred Redden; Sybil LaFever, secretary-treasurer; Margie Keith, president; Edna Smith; 
and Polly Sheldon. Standing: Mary Lou Tant; Christine DeLong; Christine Baskin; Zay- 
lor Hall; Catherine Vivrett and Caroline White. 


Thirty 








Accessories, the items which can make 
or break a costume, were the subject of 
a talk and demonstration by Mrs. Carol 
Jones Hudgins, assistant fashion coordi- 
nator for Miller and Rhoads, at the 
April meeting of OLD DOMINION 
CHAPTER (Richmond, Va.) 

* * * 


Members of KNOXVILLE CHAPTER 
(Knoxville, Tenn.) have been present- 
ing talks and leading open forum discus- 
sions before graduating students of the 
Knoxville Business College. In April 
President Larry Grable and Mary Mc- 
Call met with the University of Tennes- 
see’s Office Administration Club, to tell 
them about NSA and CPS. The Club's 
membership is made up of graduating 
students who have majored in Adminis- 


tration. 
* * «* 


DELAWARE CHAPTER (Wilmington, 
Del.) was honored at its April meeting 
when Mrs. Vera G. Davis, president of 
the Delaware Society for Crippled Chil- 
dren and Adults, presented a Certificate 
of Merit in recognition of the 850 hours 
volunteered by 77 chapter members in 
support of the Easter Seal Campaign. 
President Olive Porter and Services 
Chairman Thirza Keogh accepted the 
award in behalf of the chapter. 

* * * 


W. M. Smiley, Florida’s State Attor- 
ney, was designated Boss of the Year at 
the recent MANATEE CHAPTER (Brad- 
enton, Fla.) Boss Night. Mr. Smiley was 
presented with a plaque by President 
Marion Broderick. His secretary, Mrs. 
Mae Duncan, and members Rebecca Ed- 
wards and Mrs. Yara Sanchez performed 
the honor of “crowning.” 

* * * 


“After hours” talents were exhibited 
by members of MEMPHIS CHAPTER 
(Memphis, Tenn.) recently when the 
chapter sponsored a booth at the Curb 
Market. The results of members’ baking, 
painting, and sewing aided the chapter 
scholarship fund. 


* * * 


“We can’t, as adult and intelligent 
Americans, ignore the threat or turn our 
backs on it,” was the opinion empha- 
sized by Robert Kunzig, General Coun- 
sel of the House Un-American Activi- 
ties Committee, in his talk before PREsI- 
DENTIAL CHAPTER (Washington, D.C.) 
at its April meeting. Interspersing his 
discussion with incidents from earlier 
experiences during the Nuremburg trials 
and in Europe, Mr. Kunzig urged the 


The Secretary 








District Commissioner Renah F. Camalier 
bought two $1,000 U. S. Savings Bonds as 
the “morning after” result of the first 
Boss Night given by EXECUTIVE CHAPTER 
(Washington, D. C.). Pictured, left to 
right, are Mrs. Mary Farwell, secretary to 
the Commissioner and a member of PREs- 
IDENTIAL CHAPTER; Lois Mear, vice presi- 
dent, EXECUTIVE CHAPTER; Commissioner 
Camalier, guest speaker at the event; and 
Mrs. Margaret C. Davis, president, ExEc- 
UTIVE CHAPTER. 


audience, “without being hectic or 
screaming about it,” to realize its re- 
sponsibilities in combating Communism. 


* * * 


The first Boss Night of EXECUTIVE 
CHAPTER (Washington, D. C.) was a 
gala affair. The evening’s program in- 
cluded a talk on “Ambition,” by the 
Honorable Renah F. Camalier, presenta- 
tion of a skit “Duty Charade”; and dem- 
onstrations of sleight of hand tricks by 
magician Al Forsythe and Professor M. 
N. Hardesty. 
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The Hotel Bannock was the setting 
for the first luncheon given by members 
of TEEPEE CHAPTER (Pocatello, Idaho) 
honoring employers’ wives. To acquaint 
their guests with the aims, benefits and 
purpose of NSA, an informal discussion 
was held, and Beatrice Suarez, recently 
returned from Colombia, South Amer- 
ica, presented a musical program. 

* * * 

SACAJAWEA CHAPTER (Seattle, 
Wash.) initiated five new members at 


a recent meeting. W. Mark Felt, special 
agent with the F.B.L, was guest speaker. 


_ The Secretary 


Mrs. Viola Porter was elected state presi- 
dent for Washington. She is the hostess 
chapter chairman for the national con- 


vention. 
. * * 


April 20 marked the second annual 
Boss Night banquet of MELIOR VITA 
CHAPTER (Sioux Falls, §. D.). A TV 
theme was used for table and room deco- 
rations, as the speaker was a TV news 
commentator. A successful bake sale and 
bazaar followed this event. In May 
mothers of the members were honored 
with a Mothers Day dinner. 

* * * 


Approximately forty members and 
guests of GOPHER CHAPTER ( Minneap- 
olis, Minn.) and an equal number of 
members of ST. PAUL CHAPTER (St. 
Paul, Minn.) attended the annual spring 
party hostessed by GOPHER CHAPTER. 
Guests of honor were Ernestine Donald- 
son and Naomi Peterson, associate pro- 
fessor and assistant professor, respective- 
ly, of secretarial training, School of Bus- 
iness Administration, University of 
Minnesota; and five new Certified Pro- 
fessional Secretaries, Ruth Otis and Lois 
Mattson of Gopher Chapter, and Joy 
Johnson, Jennevie Froistad and Eleanor 
Reichow of St. Paul Chapter. Also pres- 
ent was Lorraine Wagner, a 1951 CPS 
graduate, now a member of GOPHER 


CHAPTER. 
+ * * 


The March meeting of PIKES PEAK 
CHAPTER (Colorado Springs, Col.) was 
a membership reception. Helen Trichak, 
as radio announcer, and Mildred Wal- 
den, as a charter member of the chapter, 
in an imaginary interview acquainted 
the guests with the purpose and aims 
of NSA locally and nationally. President 
Ada Highsmith presented Mary Eliza- 
beth Suvanto with her CPS certificate. 
A skit, “How a secretary should not act 
in an office” was presented by Jo Ben- 
nett and Fran Frazier. 

* * * 


The second annual Boss Night ban- 
quet of OTTUMWA CHAPTER (Ottum- 
wa, Iowa), was held in April at the 
Country Club with 41 bosses and secre- 
taries. Dr. Kenneth F. Millsap, director 
of the Mid-American Foundation, Par- 
sons College, Fairfield, Iowa, spoke on 
“The Future of Our Communities.” 

* * * 


Northwest Vice President Margaret 
Hesemann was the honored guest of 
EVERGREEN CHAPTER (Denver, Col.) 
in April. Members again answered the 


call for volunteer service in an all-night 
telethon, a one-shot fund raising cam- 
paign sponsored by the officials of the 
Denver Cerebral Palsy Association, to 
equip and operate a palsy center now 
nearing completion. The goal was $90,- 
000, but proceeds amounted to $160,000. 


* * * 


During their April dinner meeting, 
SIOUX CHAPTER (Sioux City, Iowa) 
traveled with Dr. and Mrs. Summers 
through Europe. The guests had made 
several trips to Europe and their pic- 
tures and commentary were vivid. 


* * * 


GREELEY CHAPTER (Greeley, Col.) 
initiated a program to help its members 
speak and write more fluently by requir- 
ing them to prepare articles for the 
chapter bulletin and give speeches at 
the chapter meetings. The first of the 
oral talks was on “Vocational Rehabili- 
tation,” by Mabel Krumm, secretary in 
the Vocational Rehabilitation Office of 
Greeley. 


* * * 


CASCADE CHAPTER (Salem, Ore.) has 
held a successful rummage sale and has 
learned about State Organization by at- 
tending the Washington State meeting 
in Olympia. Jean Brimacome was elected 
delegate and Shirley Keeney, alternate 
to the National Convention. 


* * * 


MINN-ARROW CHAPTER (Duluth, 
Minn.) has elected officers for the com- 
ing year and new President Maxine Ab- 
bott received considerable publicity in 
the local papers. At the election meeting 





Mary Chase, of the OREGON TRAIL CHAP- 
TER (Portland, Ore.), presents the Boss 
of the Year certificate to her boss, Amos 
Densmore, factory manager of the Pitts- 
burgh Plate Glass Co. in Portland. 


Thirty-one 





national news news from the four corners of NSA 
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in April, William V. Polski, Jr., credit 
manager of St. Luke’s Hospital, spoke 
on “Hospital Income and Expense Dol- 


lar.” 
s £ @ 


At its April meeting, TETON CHAP- 
TER (Casper, Wyo.) learned about the 
city-manager type of government from 
Pelham Johnston of the legal depart- 
ment, Williston Oil and Gas Company. 
On April 18, the members held a spring 
membership drive in the Woman's Club 
House. Northwest vice president Mar- 
garet Hesemann spoke on our organiza- 
tion, the CPS program, and the national 
convention. Dixie Lam, charter raember 
of the chapter, gave a short resume of its 
six years of existence. 


* * * 


VICTORY CHAPTER ( Waterloo, Iowa) 
hostessed the first State Meeting for 
Iowa, and our Iowa NSA members were 
royally welcomed and entertained. 


* * * 


OREGON TRAIL CHAPTER (Portland, 
Ore.) raised $517 on a Kolinsky scarf 
raffle—a nucleus from which a full tui- 
tion scholarship will be given annually 
to a student interested in secretarial sci- 
ence. This year, the Scholarship Com- 
mittee with the assistance of Dr. Ste- 
phen E. Epler, college director of Port- 
land State College, presented a full tui- 
tion scholarship to Mary Sato. Virginia 
Wirtanen is the chapter's first member 
to attain the CPS degree. Amos Dens- 
more, boss of Mary Chase, was selected 
Portland’s Boss of the Year. 


* * * 


ST. PAUL CHAPTER (St. Paul, Minn.) 
held their annual scholarship benefit 
card party on April 10, with approxi- 
mately 125 members and friends. Lucille 
Arnsten, secretary for a local optical 
company, presented a surprise showing 
of the latest fashions in eye-wear worn 
by a group of lovely models including 
the chapter's own Lucille Ragon. Eighty 
door prizes were awarded, all contrib- 
uted by chapter members and their em- 
ployers. 


The third annual Boss Night dinner 


Thirty-two 


of NEBOMBA CHAPTER (Omaha, Neb.) 
was held April 24, with employers and 
their wives as guests. President Marjorie 
Mohr spoke on NSA and CPS. Young 
members of the Woodson Journalism 
Club presented the musical program and 
the club’s purposes were explained by 
Marge West, sponsor of the group, and 
chapter member. Members acknowl- 
edged over 1,000 contributions to the 
Omaha Opportunity Center for their 
building fund for a school for mentally 
retarded children. An emergency money 
making project was necessary to keep 
their treasury in the black, so the chap- 
ter sold vacuumed packed mixed nuts, a 
profitable project adopted from HAWK- 
EYE CHAPTER of Des Moines and AK- 
SAR-BEN Chapter of Omaha. 


* * * 


STATE MEETINGS 


It’s official . . . State Organization is 
practiced now in the state of Washing- 
ton! The Washington State Organiza- 
tion of NSA adopted by-laws and elect- 
ed their first state officers for the 1953- 
1954 year on April 18 in Olympia, with 





Viola H. Porter is hostess chap- 
ter chairman of the National 
Convention at Seattle next 
month. 


the OLYMPIA CHAPTER acting as official 
hostess. Bremerton, Olympia, Seattle, 
and Spokane were represented, as well 
as a representative from the Chapter-at- 
Large, who resides in Tacoma. Members 
of the SALEM and PORTLAND CHAP- 
TERS were guests. The newly elected of- 
ficers are: Mrs. Viola H. Porter, presi- 
dent (Sacajawea Chapter, Seattle, 
Wash.); Martha Rosamond, secretary 
(Spokane Chapter, Spokane, Wash.) ; 





and Mrs. Kay Ellis, treasurer (Chapter 
of the Puget Sound, Bremerton, Wash. ) 
* * * 


It’s official in Iowa, too. The first 
State Meeting for Iowa was hostessed 
by Victory CHAPTER (Waterloo, Iowa) 
May 2 and 3. Northwest vice president 
Margaret Hesemann initiated the newly 
elected officers for the year 1953-1954. 
Bernice Polley (Sioux Chapter, Sioux 
City, Iowa), is president; Jean Blough 
( Victory Chapter, Waterloo, Iowa), sec- 
retary; and Beulah Miksch (Ottumwa 
Chapter, Ottumwa, Iowa), treasurer. 
Iowa is fortunate to have the national 
chairman of State Organization as a 
member of Sioux Chapter, and Mary J. 
Smith, spoke on the work of her com- 
mittee. Members came from Council 
Bluffs, Des Moines, Iowa City, Fort 
Dodge, Ottumwa, Sioux City, and Wat- 
erloo. By-laws were adopted and com- 
mittees appointed. 

* * * 


Although official state meetings have 
not been held in Minnesota or Nebraska, 
the state officers have been appointed 
and preparations are being made for 
state meetings. In Minnesota, Madeleine 
McLennan (MINN-ARROW CHAPTER, 
Duluth, Minn.) is president; Mrs. Ruth 
Otis (GOPHER CHAPTER, Minneapolis, 
Minn.) is secretary; and Helena Mail- 
and (St. PAUL CHAPTER, St. Paul, 
Minn.) is treasurer. 

* * * 


In Nebraska, the appointed officers 
are: Mrs. Grace Steinbaugh (AK-SAR- 
BEN CHAPTER, Omaha, Neb.), presi- 
dent; Mary Palmer (PIONEER CHAP- 
TER, Fremont, Neb.), secretary; and Ern- 
estine Lyons (GINSA CHAPTER, Grand 
Island, Neb.) , treasurer. 


* * * 





Six years from the day it was organized, 
TETON CHAPTER (Casper, Wyo.) held its 
spring membership drive luncheon. Pic- 
tured above, left to right, are: Geraldine 
Pate, president; Margaret Hesemann, 
NWVP; and Myrtle Freese, vice president. 
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TOO! 


especially for correspopdence... Pe 
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HARMONIZING the color of inked ribbons with the 


colors printed on letterheads and other correspond- 
ence is FRESH, NEW and EXCITING! The reasons why : 


so many firms are changing to color ribbons are end- ~~ | 
less—easier to read, attractive, modern, streamlined, — 


better company name identification. All this is made 
possible ONLY because Panama-Beaver has devel- 
oped 16 brilliantly COLOR-STYLED LUSTRA inked rib- 
bons that will give your correspondence a distinctive 
dressed-up appearance you never imagined could be 
possible. There is no reason for waiting to change to 
COLOR; the LUSTRA inked ribbons are PERFECTED, 
sharp, clear, clean, long-wearing...LUSTRA is the 
FASTEST SELLING inked ribbon in the world today! 


rn THE ferasseonoenc OF TOMORROW, CHANGE 


To UAL/UA COLOR INKED RIBBONS TODAY! 


fi 
\S 


another Panama-Beaver first 


no guessing game either... 
In a matter of seconds your Panama-Beaver Man can 
demonstrate exactly how to COLOR HARMONIZE 
your correspondence with LUSTRA color inked rib- 
= bons. Our demonstration gives everyone in your firm 
§ the full impact of LUSTRA color-harmony without 
wasted time or trouble. Ask for a demonstration from 
your Panama-Beaver Man today! This deserves your 
immediate attention! 


Since 1896 the line that can’t be matched ak 
INKED RIBBONS = 
CARBON PAPERS * UNIMASTERS + DUPLICATING SUPPLIES 
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